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yours for better letters: 


7 BIG ADVANTAGES 
on the world’s finest 


standard typewriter 


1. ‘“Response-O- Matic” Action 
for a typing response unmatched 
by any other make 

2. Amazing Page Gage — to take 
the guesswork out of page-end 
tvping 

3. Instant-Set Margins—the 
smoothest, fastest margin-setting 
system ever devised 

PLUS: 

4 Total T ab Clear Lever re” 

5. Colorspeed Keyboard 

6. Coordinated Scale System... 
7. Interchangeable Platens 

Call your Smith-Corona repre- 
sentative for demonstration 


I a 
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Are you 
“kidding” 
yourself 
about your 
future in the 
business 
world? 























4\XPERIENCE has proved that the biggest 

_4 mistake any young man in business can 
make is to assume that he’ll be successful. 

Unfortunately, the most promising men 
are often the very ones who fall into this trap. 

“I’m getting along nicely,’ they reason. 
“T’ve had several promotions, and the boss 
seems to like me. Why should I worry about 
the future?”’ 

If you’re willing to settle for a mediocre 
position, that kind of thinking is alright. But 
it will never prepare you to meet the dif- 
ficult requirements of a really big job. 

Anybody who thinks he can coast to the 
top is “kidding’’ himself! 

You won’t get very far—no matter how 
much intelligence or personality you may 
have—without a thorough basic knowledge 
of the underlying principles of business. 

And the time to get that knowledge is 
now. Don’t waste precious months and years 
waiting for a ‘“‘break.’”’ Plan ahead! Pre- 
pare yourself to take advantage of every 
opportunity. 


Men who think they don’t have to plan for success 


are doomed to failure right now! 


FREE . . .“Forging Ahead in Business” 


If you recognize the value of following 
a systematic program...one that will 
bring you a little closer to your chosen 
goal each day... you will be interested 
in reading ‘“‘Forging Ahead in Business.”’ 

This helpful and inspiring little book 
has been a turning point in the careers 
of many men. It has shown thousands 
how to speed up their progress—how to 
accomplish more in months than they 
would, ordinarily, in years. 

While “Forging Ahead in 
holds nothing for men who aren’t genu- 
inely ambitious, it’s a revelation to those 
who are sincerely and seriously interested 
in their futures. If you feel that it’ is 
meant for you, simply fill out and return 
the coupon. Your complimentary copy 
will be mailed to you promptly. 


Business”’ 


Alexander Hamilton Institute 
71 West 23rd St., New York 10, New York 


~ 
Modern 
Business 


ALEXANDER HAMILTON INSTITUTE 

Dept. 511, 71 W. 23rd St., New York 10 
Ni ¥. In Bloor St. W 
Toronto, Ontario 


Canada: 57 
lease mail me, without 
your 48-page Book 
“FORGING AHI 


cost, ¢ 


AD IN 


BUSINESS” 


Firm Name 


Business Address 


Position 


Address 


| Home 
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SAVE SPACE! 
STOP NOISE! 
WITH... 


SOUNDEX PARTITIONS 


Both sides of Soundex Partitions soak up noise in thick 
blankets of acoustical spun glass. 

The partitions are available in a choice of five heights. . . 
are easy to install...can be set up by office personnel 
... permitting more people to work more comfortably in 
less space. Learn how you can improve office environment 
with low cost Soundex Partitions. 





Write for free catalog today... 


GR tte 
TOU [M0 


2417 EASTERN S. E.. GRAND RAPIDS. MICHIGAN 
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Only SCOTCH Cellophane 
Tape gives you the unique 
AIR CUSHION CORE 

..- Look for it! 


This distinctive corrugated core on 
commercial rolls of ‘“‘“Scotcn’’ Brand 
tape is important to you. It keeps 
your tape in top condition 

for easy unwind, prevents 

bothersome “‘telescoping”’ 

and resultant waste of tape. 

The AIR CUSHION CORE is another 
exclusive quality feature of 


SCOTCH Cellophane Tape 


os 
Fi 3 The term “Scorcn” is a registered trademark of Minnesota Mining and Manufacturing Company, St. Paul 6, Minn. Export Sales 
. ey Office: 99 Park Ave., New York 16, N. Y. In Canada: P.O. Box 757, London, Ontario. 
For More Information Circle No. 196 
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Is the Job of 
Office Manager 
A Racket? 


EDMOND W. McNAMARA 
Office Manager, 
Bassick Co., Bridgeport, Conn. 


DMITTING that there has been a 

shift in emphasis from one aspect 

of overall office management to an- 
other, the basie funetion remains un- 
changed. This bears restating because 
the deluge of double talk on automation 
and operations research are apt to be- 
fuddle. I would like to state the function 
ot office management as I did recently 
in a talk before our factory foremen. 

The job of office manager is one that 
is invariably misunderstood. It brings 
out questions like this: Who does he 
work for? What does he do? How ean 
I get a racket like that? 

I can best outline my duties by show- 
ing the similarity between factory man- 
agement and office management. In the 
essentials, office management and fae- 
tory management are the same. Both 
strive for one thing—production. The 
product of the office consists of papers 
by which we buy and sell stuff; the ree 
ords and reports required by Uncle Sam, 
and by local and remote management. 

To produce the product of the office, 
I tussle with the same factors of produc- 
tion as the factory does: space, layout, 


machinery, equipment, tools, raw ma- A: Deda: Be 
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personnel, workloads, schedules 
thods. As in factory 


( obi1ective 


manag’ 
is to employ these 


toward the end that we achieve 

amum production of passable qual 

, on schedule and at minimum cost to 
sompany. 

It is my job to tussle with these fac 
tors, not only in the accounting depart 
ment but in all areas of clerical activity. 
[ operate in a staff, or coordinating, 
capacity wherein I help supervisors and 
management to determine space and lay 
recommend and 

office machines 
clerical 
and arrange all 
and transters oft 
l design and OVeTSCE 


out requirements. | 
purchase of all 
advise on 


oversee 
and equipment. I 
staffing requirements 
hiring, terminations 
clerical personne! 
manutacture of all com 
forms. I carry on continuous ré 
to further a never-ending pro 


methods improvement and pro 


the purchase Oo! 
pany 
search 
gram ol 
cedures streamlining. 
The tools of clerical 


and othe pieces OT paper. 


work forms 
Our raw ma 


are 


terial consists of the faets, data and in 
formation that is processed by means ol 
Our finished product is 
figures and intormation—on 
paper. For this considerable 
emphasis is put on what we generally 
refer to as paperwork. We constantly 
strive for simpler, easier, more efficient 
and more economical ways of handling 
paperwork which 
burden of 


these papers. 
also facts, 


reason 


the volume oft com- 


prises the workday many 
people especially those In management. 
Modern management is carried on 
more by paper than it is by personal 
The higher an executive’s po- 
sition, the more paperwork he seems to 
vet saddled with. Factory management 
furnishes much of the data and material 
which the office must paper 
for management. Some is used to pay 
the workers, intorm 
ment of business progress. 
used by management to spur workers on 
It all adds up 
to getting out the product ot the office 
the main job ot the office manager. 


contact. 


pre cess On 


some to manage 


Some is 


to greater achievements. 





Don’t Get Mad at People 
Who Don’t Obey You 


B. W. ELSOM 
Director of Employee Services, Boston Store, Milwaukee 


REFUSAL to obe \ orders does not 
always indicate insubordination. 
Each case of this kind must be thor 
in a private interview with 
W hen you get all of the 
you may find that the employee’s 
from a misunderstand- 

rule or the order, or that the 


circumstances ot the 


oughly aired 


the emplovee. 


case made the ob- 
rvance of the rule 
If : 


quently 


impossible. 
“No Smoking” rule is being fre 


broken in a department, should 
the supervisor: 
a. Retain the “No Smoking” rule by 
winking at that occasional violation? 
breaking 


b. Inerease the penalty for o 


the rule? 
e. Modify the rule to permit workers 

to smoke in sate zones? 
d. Stop work, if possible, for a five 

minute interval, morning and afternoon, 

to let workers go to the restroom for a 

smoke. 
Solution “ce” and “d” 

] 


agreed upon by most executives. 


are usually 
To re- 
tain a rule and wink at occasional viola 
The supervisor should 
try to make his workers understand that 
the rule was made to prevent a disastrous 
fire which might throw everybody out of 
a job. 

If your pet peeve is that the people 


tions 18 not rood. 
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cers 


‘ive- 
ON, 


ra 


ally 
») Te- 
ola- 
ould 
that 
rous 
it of 


ople 


1956’ 


under you do not carry out instructions 
properly, find out some of the reasons 
why : 

a. Instructions 


may not have been 


given carefully or understandably. 


b. Complete instructions may not have 


been given the workers lately. 

¢. Morale in the department may be 
iow and the workers 
you. 


may be bucking 

Certain acts of workers will show an 
executive that he 
cipline: 

a. The 
supervisor. 

b. Workers exhibit a 
unwilling attitude. 

C. Labor 
normal, 

d. Workers may try to restrict their 
own output. 

Some of the signs which indi¢ate to a 
supervisor that he is being too lenient as 
to discipline are: 


is too harsh in his dis 


workers begin to avoid the 


stubborn and 


turnover is higher than 


a. Workers display an attitude of 
laxness toward the work at hand. 

b. Workers try to impose on the super- 
visor’s good nature. 

ce. Workers exhibit a 
towards the supervisor. 


lack of respect 
d. Praise from the supervisor loses its 
stimulating power. 
effects ot 
greatly diminished. 


e. Good reprimands are 

Workers resent discipline if they don’t 
understand the reasons for the rules. I 
they don’t feel that the rules have been 
set up for good and sufficient purposes, 
they are apt to resent efforts to make 
them obey these rules. If we can make 
workers see that following the rules will 
help everybody coneerned, they will get 
a new view of the necessity for discipline. 

Every infraction of the rules leads to 
waste. For example, we may have a rule 
stating that when an employee climbs to 
a high shelf in the stockroom, he must 
use a ladder. Some employee climbs up 
on a pile of stock boxes. He falls and 
breaks his leg. This accident leads to 
the temporary loss of the worker’s serv 
ices, human suffering, financial loss, and 
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Je. 
ARcen 


“Why? What happened at 9 o'clock?” 


an upset work schedule. It may lead 
to a permanent physical handicap. All 
these things are waste, and they all re- 
sulted from a failure to observe a rule. 

Any kind of waste that exists in our 
country results eventually in a decrease 
in the total produetion of our nation. 
Every form of waste means that we as 
a nation are poorer than we would have 
been if the waste had not existed. If we 
can make our workers see clearly that 
rules are aimed at the prevention of 
wasteful practices, they will have a new 
understanding of why rules are made, 
and why they should be obeyed. 

Discipline should be an effort to ecor- 
rect a worker’s attitude on his actions, 
through training. When a machine gets 
out of order, the repair man doesn’t get 
mad at the machine. He tries to find out 
the cause of the trouble, and then makes 
the necessary adjustments or repairs. 
The human being who is not working 
right should be subjected to similar at- 
tempts to analyze and correct the cause 
ot his trouble when his work gets “out of 
order.” 





To Control Reports: 


Make All 


Your Reports 


A Part of 


Your Systems 
Plan 


LESLIE MATTHIES 


Supervisor of Engineering Systems and 


Procedures. Northrop Aircraft, Inc., 
Hawthorne, Calif. 


lagu d 


S YOUR 


floods 


COMPANY ] 
] 


that dor "t 


reports 


don’t Vt! 


and do an’ 
zations have reports fl 

all ove iles bule 

reports 

that nopvoay 


Art 
daily 


away 


Throw 
} ] 

vour ex puraened 
r¢ 
t 


wad through 


job ol 
to 
valuable 


Irom one 
? Do 


consule 


lavVINg 


hours ol time 


10 





SPE TH 


1 witl 


your 


sift the facts and study 


sort 


agers have to 
in order to the significant 


reports 
I 


he insignificant ? 
should be 
nuch trash. The 
ee 


isn’t missing 


Intormation trom tf 


Most 
execu 


Somebody ashamed. 
r'¢ ports are so 
a trap. must read 


that he 
to him. 


1h) 
sure 


Is caught 


ive 
trash to be 
ething of real valu 
Many men recognize the futility of a 
reports 


of 
SeT 


SOT! 


to them. In some 


coming 
ey up a reports control pro 


In others they et 


a “report-on 
ex 


t} 


from all other 
how 


operating 
many reports 
out. pome 


covering 
turning 
assistants or secre 
reports for th Other 
executives take courses to learn to read 
to keep up with the flood. All 


Taste! ( 
if you make re ports 


department is 
capable 


have 
em. 


ries sereen 


necessary 
your systems plan. 

place send any 
or 


ly in your 
wants to the boss, 


Well, then 


Through 


aAnVDO* 


report he 
ie SC 
' 


systems plan! 


I 
ean? 


anvone sf 
ho 


sub 
TX 


the boss tells his 


plan, 

hat he wants reported 
and he rv. 
y one part ol the plan. 
nd appreciate all three 
good systems plan 
by] head 


rey rt c oO? 
epol ] ( 


must know 


understand how a 
he reports problem in the 
and for all. 

tems plan, the systems 


I lated opera 


series Of reti 


sel up a sys 
neer selects a 
at we eall a “lomiecal procedural 
Within this eyele the 
plan (1) provides tor authority 
bv 
In 
the 


over 


selected 


systems 
») provides tor controls 


paper, { 


rds at various points 


ides reports to 


/ 


authority 


prov 
executive 
wit] 
a purchasing system, 
ler is the authority pa 
purchase record is the control 


>the re port of pure hases tor 


qT Kir ] iT 
| r exampte, 1n 
irchase re 


he 


! k is the report (feedback ) to 
: responsible executive who, in this 
is the purchasing agent. 

How often do vou find that a manager 
type of report, this all 


yack, a vital part of his 


ports, a 
» two eonsiders this 
mal mportant teed! 
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2. DATE OF REPORT 





3, PERIOD COVERED 





4. PERFORMANCE 





ACTUAL 


PLANNED 














5. DIFFERENCE 
+ or— 





6. RECOMMENDATION OR INDICATED ACTION 





The six essential characteristics of a useful report. 
How do your reports measure up? 


Tue Orrice—November, 1956 








system? Not often. Yet a system with 
out a provision for reports is only two 
thirds of a system. 

What do we mean by a 
port”? The 
loosely 


“systems re 
word “report” is rather 
used in systems work and els¢ 
where. Many reports are special or pro 
ject reports, not systems reports. A 
report is a routine report. It 
is part of a system. It covers the results 
of actions taken in the execution of the 
systems plan. A systems report has only 
one purpose. It brings information to 
the executive who e¢an re-direct the ae 
tion if he considers it necessary. 


systems 


There is nothing wrong with the idea 
of reports. We are the ones who aré 
wrone. We don’t use reports correctly. 
We don’t tie them into our systems plan 
and we don’t bother about making each 
report a useful document—a document 
that really tells the boss what he ought 
to know about his operations. 

Most lack vitality because 
they don’t report against anything. In 
contrast, when you have a systems plan, 
you can report actual performance 
that plan. For example, let’s 
say that the systems plan calls for De 
partment A to turn out 100 units of part 
No. 4693 each week, with a staff of 27 
people. 
you will what this output 
should be. Factories usually have such 
plans and many of their reports mean 
more to the factory superintendent than 
do the reports that 


executives 


reports 


against 


When you have a systems plan, 


know just 


fo to our general 
and to our administrative 
executives, 

A systems report is nothing occult or 
mysterious. It simply tells the 
whether the department that was sup 
posed to turn out 100 units last week 
actually turned out 87, or 105, units. 
That’s all. Isn’t that all the boss wants 
to know? In some cases, it everything 

well, he may not want to be 
bothered as output 
within a reasonable tolerance. He may 
instruct his assistant by saying some 
thing like this: 


“The systems plan calls for 100 units 


boss 


IS golng 


long as the 


stay 5 


12 


using 27 
turn out less than 95, 
105, units in any: one 
week, let me know. Otherwise don’t send 
a report to me,” 


per week from Department A, 
people. I they 


or more than 


The boss does this because he knows 
that he will long 
as the output is plus or minus 5 units. 
So why should he bother with 
that he won’t use? This is a very simple 
example, but any good reporting plan 
Is, In concept, JUST as simple. 


really do nothing as 


tacts 


Llow do we fret our Ss) stems plan de 
veloped in the first place? Llow 
the boss know that Department A should 
turn out 100 units per week? The sys 


does 


tems engineer, working closely with the 
department head, developed a 
plan and set this reasonable 
measurement. Exactly how they do the 


systems 
output 


measuring, is another story. But, briefly, 
they isolated the Depart- 
ment A. They found out what these 27 
people were supposed to do. They con 
cluded that it was useful work, and fitted 
into the company’s overall 
They eliminated any fluff and unneces 
sary gyrations. Next they devised the 
most direct for the people in De 
partment A to reach 
This “most-direct-way” 
plan. 


objective of 


ob ject ives. 


way 
their objectives. 
is the systems 


In effect, these two men (the depart- 
ment and the 
certified, after thorough examination 
ot the operation, that it was a rood op- 
eration, that it had been improved to 
the extent that the minimum number of 
people were now working to achieve the 
objective, and that the output “ 
was a 


head systems engineer) 


standard” 
reasonable one to expect ei 
week, 

The reason for the high quantity and 
low quality of reports, so Common in 
most organizations, is merely that re- 
ports are seldom incorporated into the 
systems plan. In most cases there isn’t 
any systems plan. The organization may 
have procedures, manuals and forms, but 
no overall plan. 

If a report never stirs up any action, 


it is useless. Reports should go only to 
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PRACTICAL —-LOW COST 


MOTORIZED 
ICROFILMING 


N 
») 

on 4 } 
ih 


ib he 
wy 


a 
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i 
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«lf 
wine 


9600 


by | NeDold 


BY FAR 


# 


the lowest priced motorized Microfilm Camera! 


Engineered with the most advanced microfilm features! 
SEE HOW IT CAN SAVE YOUR BUSINESS THOUSANDS OF DOLLARS ANNUALLY! 


We MAKES COPIES AT LOWER COST! 
Copies letters in a split second 
cost of 2/10 of a cent! 


ata 


%& CUTS COST OF AUDITS, SURVEYS! 
Easily carried to the documents sav- 
ing valuable time and money! 


ke ELIMINATES MANUAL TRANSCRIPTION! 
Saves time and labor by copying 
records to be forwarded (i.e. check 
registers, order registers, etc.) at 
high speed and with no chance of 


ELIMINATES MILES OF FILES! 
Copies records on microfilm saving 
99% of valuable floor space! 


PLUS HUNDREDS OF OTHER TIME AND 


transcription error! 


ONLY 
CAMERA 
WITH EASY 
“HOME 
MOVIE” 
MAGATINE 
LOADING! 
Simple to 
load! 
Simple to 
use! “Worth 
it's weight 
in gold 


Diebold 


Flofilm: Division e Norwalk, Conn. 


Sales and Service Offices in All Principal Cities 


MONEY SAVING APPLICATIONS IN DAY 
TO DAY BUSINESS PROCEDURES! 


FREE FOR THE ASKING! 


Send for your copy of “An 
to Microfilm 


Introduction 
showing how firms such 


as yours save money with microfilm! 


More Information 
Circle No. 421 


For 


DIEBOLD, INC. Dept. |3 
Flofilm Division 
Norwalk, Conn 

s INTRODUCTION TO 


Please send copy of “AN 
MICROFILM 


bligation 
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Economy — Speed 
Accuracy 


For Payrolls 
Receivables 
Payables 


She writes only once 


with Wall Rile 


to SAVE up to 74 of posting time 


Payrolls, accounts receivable and payable are 
posted with one writing on a Multi-Rite peg- 
board system. Eliminates one or two of post- 
ings now required! 

featuring the pegboard payroll 


system that won't let you write 
twice on the same line! 


You can't make 2 entries on the same line 
with a Multi-Rite 
checks and cash payment slips are pre- 


payroll system, because 
shingled, You write on the top lines of these 
forms and then remove them. Write for com- 


plete facts now. 


Established 1900 


THE C. E. SHEPPARD CO. 
44-03 2I\st St., Island City I, N. Y. 


For More Information Circle No. 251 


Long 


14 


a man who has the authority to re-direet 
action if he thinks re-direction is called 
for. 

What are the 
report ¢ 


characteristics of a 
Here are the essentials: 

1. Title or subject. A elear statement 
of what is being reported on. 


sr ¢ rd 


2. Timeliness. Date of report and pe 
covered shouldn’t be more than a 
or two apart. 

The pe riod covered. 

Actual 


t. Performance 


vs. planned 


comparison, 
ae 
How much in or out of 


5. Difference. 


) 
+ 


oleranes 

6. Recommendation or indicated ae 
A report with those six characteristics 
It reaches a man soon 


enough so that he can do 


is a vital report 
something, if 
need of action. 
Systems reports are made for men at 
They ar 
prepared tor the group leader, and they 
are prepared for the president. Reports 
ground out by the mile on 


the report indicates the 


all levels of the organization. 


; tabulating 
paper usually are not reports at all. 
They are summaries of data from many 
documents. The word “report” should 
not be used to refer to such summaries. 
With the administrative 
automation, we about the 
marvelous computers 

and their companion electronic gear. We 
hear mueb high speed printers, 
presumably turning out more reports, 
more paper for people to read. Our 
problem today is not the issuing of more 
of better and 


coming of 
hear a lot 


speeds of these 


about 


reports, but the issuing 
more useful reports. 
Charles G. Chase, past president of the 
Svstems & Procedures Assn. of America, 
writing about the new, fast printing de- 
vices used on electronic computers, said 
this in the 1955 issue of THE 
OFFICE: should be a 
! 
To keep business | 


January 

“sSimpleity 
principle of business. 
simple, the objective of electronic plan- 
should not be the production of , 
more data faster. The executive stomach 


ners 
cannot digest all the garbage it is get 


ting from business machines now. Why 
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SO easy on the 


hat’s why she likes to ace 
pn NEKOOSA LEDGER a 


ekoosa Ledger is No. 1 on the paper parade with 

ost bookkeepers! Its scientifically selected Aah veien ovtediadite 
olors eliminate eye strain—and its “built-in” paper merchant for 
trength withstands the wear and tear that results , ; Nekoosa Ledger on 
rom constant handling and machine use. With : your next order ! 
pecial finishes for pen, pencil or machine, you'll 

ork better on Nekoosa Ledger—one of the com- 
blete line of Nekoosa Papers for every office and 

very office need. 


OWehoose. 


ekoosa Bond ® Nekoosa Ledger ® Nekoosa Duplicator 


ekoosa Mimeo ® Nekoosa Manifold © Nekoosa Offset PAPERS 
Nekoosa Master-Lucent ® Nekoosa Opaque 
and companion ARDOR Papers 


JEKOOSA-EDWARDS PAPER COMPANY @ PORT EDWARDS, WISCONSIN 
For More Information Circle No. 170 
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EASY AND SAFE TO OPERATE 


Like power steering, a Challenge Power Paper Cutter relies 
on hydraulic energy instead of physical exertion to cut through. 
a stack of paper. Knife and clamp work smoothly, without 
complicated adjustments, without effort. The operator works 
in an easy, natural position—fully relaxed and protected 
from injury by built-in safety devices, such as the 2-hand 


starting device that prevents false starts and insures both 
hands are on separate levers away from the cutting area, 
when operation begins. 


EASY TO INSTALL 


The Challenge Power Paper Cutter is a self-contained unit, 
complete with its own electrically powered hydraulic unit, and 
compact in size to fit even a cramped area. There’s nothing to 
assemble, no need for major re-shuffling of equipment. It’s 
easily installed, and ready to operate, in minutes. All you need 
is a 110 or 220 volt electrical connection. 


TRADE-MARK @® 


THE CHALLENGE MACHINERY COMPANY 
GRAND HAVEN, MICHIGAN 





IS WITHA 


POWER PAPER CUTTER 


EASY TO COORDINATE 


-»-your entire printing or duplicating operations — from 
initial cutting to final trimming — right in your own shop. 
Save pick-up and delivery charges, plus hours, even days of 
being dependent upon an outside source. Save costs and in- 
crease production by running sheets in multiple units, i.e., 
two-up, four-up, etc., and then cutting into individual pages. 
Save paper, too. Because Challenge does a cleaner, more ac- 
curate job of cutting, the trimmed-off sheets can be salvaged 
and used as scrap paper, memos, or other printed small sheets. 


EASY TO OWN 


Whether time or money is your primary consideration, you 
can’t afford to be without the advantages of a Power Paper 
Cutter. Choose from three new low-cost models. . . in 193%”, 
2614” and 3014” sizes, with hand or hydraulic clamp... to 
best meet your facilities and volume. Even if only used oc- 
casionally, a Challenge Power Paper Cutter will quickly pay 
for itself and continue to operate on a profitable basis through 
many years of dependable, trouble-free performance. 
Available through leading Duplicator and Printing Equip- 
ment Dealers In All Principal Cities. Contact one or write to: 


The Challenge Machinery Co., Grand Haven, Mich. 
0-11 
I would like information on 
(1 Challenge Small Power Paper Cutters 
[] Challenge Lever Paper Cutters 
[} Have your dealer representative call 


Name__ _ Position 





Company_ ecienceemnea 


Address. | 





For More Information Circle No. 261 








Im 


amazing 


VELVET 
ball 
PEN: cil 


the pencil that writes with INK 


e combines best features of a pencil with best 
features of a ball-point pen 
e light as a pencil because it’s wood 
e banker-approved permanent ink 
e full-length brass cartridge writes enough to 
fill 18 stenographer’s notebooks 
e nothing to press, turn, fill 
e fully-guaranteed 
Handy dozen-pack for 
business and industry. Blue, 
red, black or green ink. 
$3. per dozen. 


Order from your 
commercial stationer 


For sample write on your 
company letterhead to Dept 0-1! 


AMERICAN PENCIL CO., HOBOKEN, N. J. 
For More Information Circle No. 252 


When Mr. 
speaks of reports as garbage, he too 
feels that most of present reports 
are largely useless and meaningless. Ex- 
quantity, but not 
in their reports. 


tax it with more Chase 


ecutives are 
lity, 


Whe n 


fretting 


ran 

a systems report is designed as 
f integral part of the system, it 
ve a self-correcting effect. If the sys 
tems plan ealls for Department A to turn 
out 100 units of work a daily re 
should reach the exeeutive (lead 
charge ot 
Since his weekly quota 
knows that his 
must turn out 20 units each day. 


the end of the 


a 
ju 
an Call 
na 

week, 
ports 
who is in immediate 
Department A 
is LOO 


man ) 
units, he group 
If, at 
Monday shift, his group 
only LO 
happened, immediately. 
He knows that, at the 10-a-day rate, 
will turn out only 50 units in the 
He also knows that the systems 
‘alls him to turn out 100. He 
that end of the week the 
that he is failing in his performance 


has turned out 
| + 


" +t whs 
Wd Ou what 


units, he ean 


units will be reported to his su- 
weekly report, only if the output 
of a rance, maybe 

Thus, the lead- 
end of the week, 
his inability to perform will be reported 


hy 
perior. The systems plan provides for 
such a 
~ Ol 


reasonable tole 
pit Yr minus 5 units. 


man knows that, at the 


one echelon upward in the organization. 
His boss will then ask him to explain. 

inevitable, isn’t 
take 


“”oes to his Su- 


Knowing that this is 


leadman likely to corrective 
hef re 


) 


this report 


This is what we mean by a sys 


‘ 


report having ‘self-correcting”’ 


Systems reports, designed to work in 
it unnecessary 
for unpleasant facts going any higher 
than Naturally, each execu- 
tive is his own 


this manner, tend to make 


necessary. 
eorrect short- 


these 


roiling to 
betore shortcomings are 
The main thing is 
Tell him where he 
a plan—and tell 


Then he ean do something. 


coming’s 
reported higher up. 
to intorm him first. 
stands in relation to 
him now. 
The very basis of effective reporting 


is a plan. If there is no plan, there can 
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Earliest Model of PHOTOSTAT ® 
Photographic Copying Apparatus 
(Manually Operated) 


Modern Electrically Operated 
PHOTOSTAT® Photographic 
Copying Apparatus 


it 

sets 

the 
standard 


PHOTOGRAPHIC 
COPYING EQUIP 
APPARATUS 
accessories 
PAPER 
pEveLorer 
FIKeR 


by which ALL others are judged! 


Nearly fifty years ago, the first units of 
PHOTOSTAT Photographic Copying Ap- 
paratus were installed and successfully 
operated — pioneering a new method in the 
economical copying of records of all kinds. 

Over the years, by the hundreds, and 
then by the thousands PHOTOSTAT prod- 
ucts have spread throughout the world. 
New and improved models of apparatus 
have constantly been added, until today 
they serve commerce, industry and govern- 
ment with the best that can be had in mod- 
ern photographic copying equipment. This 
type of progress and product improvement 


PHOTOSTAT is the trademark of 
PHOTOSTAT CORPORATION 


is a continuing process here. 

This is the outstanding reason why you 
should always be sure to look for the 
PHOTOSTAT symbol and insist upon it, 
before you purchase any photographic 
copying equipment. 

Whether your need is large or small, 
you will find a model of the size and type 
to serve you most economically. 

Consult the nearest of our trained serv- 
ice representatives in all principal cities 
in the U.S., coast to coast, and in Toronto, 
Canada or write us direct for our 
prompt, interested attention. 


PHOTOSTAT CORPORATION 


P. O. BOX 1970-D, ROCHESTER 3, NEW YORK 


For More Information Circle No. 165 
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NO WONDER THE BOSS 
ENJOYS WORK SO MUCH 


WITH HIS 


| x ~ 


NEW BROWN E-MORSE 


ALUMINUM POSTURE CHAIR 


It’s so comfortable... 
-.. you hardly know you’re 
working. New Browne-Morse 
Aluminum Posture Chairs with 
the most advanced designs help 
you produce more work 
(up to 30%) with fatigue-free 
comfort. It’s the most modern 
chair made for work or rest. 
And it’s cost is low. 
Browne-Morse 
of Posture and 
Aluminum Chair 
fully engineered t 
and off 
Molded foam rubber 
and durabie uphoister 
new modern 


chairs a new k for year 
BROWNE-MORSE ALUMINUM CHAIRS ARE ONE OF 


THE FASTEST SELLING LINES AVAILABLE. WRITE 
TODAY FOR DEALERSHIP INFORMATION 


For More Information Circle No. 351 


be no effective reporting. Without a 
plan, there is nothing to report against. 
The report, if it is properly designed, 
will tell the what has 


planned, and has actually hap 


executive been 
what 
pened, 

The systems report is usually gleaned 
from the records that you set up as con 
trol points in your planned procedural 
eyele. Provide, in your system, for ex 
treme accuracy 1n the records data so 
that the report can be relied upon as 
reasonably accurate — accurate enough 
for the executive to make decisions with 
complete confidence in his facts. 

If the report can do so, it should vive 
the reason for any variation from the 
plan; tell why performance is either 
above or below the planned output, for 
instance, so the decide 
what should be Most reports fail 
in this simple requirement of indicating 
to the executive wherein his decision 
must he—of providing an indication of 
what executive action is needed. 

Make every report a systems report 
a part of your systems plan. Your pres- 
ent report flood will dwindle to a trickle. 
What remains will be useful—reports 
that tell a man what he really needs to 
know so that he 


his jurisdiction. 


executive can 


done. 


can direct work under 








Hag umd. 


| “In tact, I owe everything I have to my boss: 


“” 


| headaches, fatigue, insomnia, debts .. . 
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You Can Dictate On Thie 
REX RECORDER Dice 


10,000 


Timec. . . 


DICTATING/TRANSCRIBING MACHINE one unr ron norm openarions 


You can now have a true magnetic (no needle) dictating/transcribing machine 
with the miracle magic eraser—and SAVE APPROXIMATELY $70 PER MACHINE 
as compared to purchase price of other major dictating machines. The new REX 
RECORDER TN-3 is the finest machine of its kind ever made—WITH THOUSANDS 
OF SATISFIED CUSTOMERS, all over the world. The NEW roll-tape-tear-off auto- 
matic indexing system, is the finest and most efficient system devised . . . and 
a REX RECORDER TN-3 exclusive. You get perfect and instantaneous place loca- 
tion and visibility. 


Only REX RECORDER TN-3 combines the mag- The MAGIC ERASER—permits re-use of the un- 
netic recording principle with dictating machine breakable REX RECORDER disc more than 10,000 
system efficiency for maximum hi-fidelity repro- times. MAGNETIC (no Needle) RECORDING 


duction. 


No Stylus to wear, no scratchy dictation. 


Four years of use by SINGLE MACHINE USERS Single word back spacing. Dictate and transcribe 


AND LARGE CORP 


RATIONS using as many as on one machine, Light and easy to carry. Speaker 


400 REX RECORDERS has proven that the REX playback in microphone. Automatic push-button 


RECORDER is one 


of the most repair free ma- operation, Excellent for conferences and close 


chines for dictating and transcribing, talk. 


EXCLUSIVE NATIONAL DISTRIBUTOR... 


AMERICAN DICTATING MACHINE COMPANY, INC. 


65 Madison 


Avenue e New York 16 New York e MUrray Hill 4-3554 
ESTABLISHED 1923 


For More Information Circle No. 202 
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SEE 
HOW | 

CLEAR ~““{ 
THESE (—& 

COPIES j 
ARE! 


thanks to 


Patapar 
Translue a. 


hment 


Par 


MASTER SHEETS FOR 
DIRECT PRINT 
COPY MACHINES 


This special type of Patapar Vegetable 
Parchment is scientifically designed for 
direct print masters. Quality controlled 
texture and uniform, correct translu- 
cency assure superfast transmission of 
the ultra-violet rays. Copies come out 
fast, clean, sharp. 

Patapar Translucent Parchment has 
a perfect surface for printing with 
opaque or regular inks. Excellent for 
typing, pen and pencil entries, artists 
sketches or drawings. 

SEND FOR SAMPLES — Write on 
your business omg for brochure 
of testing samples. Name of nearest 
distributor on request. 


PATERSON PARCHMENT PAPER COMPANY 
Bristol, Pennsylvania 
Sales Offices: New York, Chicago 
West Coast Plant: 
Headquarters for Vegetable Parchment since 1885 


: Sunnyvale, California 


The Disturbing 
Factors That 
Reduce Office 


Efficiency 
Sermo) pment Spon Spore np 


ERNEST W. FAIR 


VEN THE MOST routine of office 

procedures requires concentration. 

When disturbing factors exist, that 
concentration is reduced to the point 
where the office worker either does his 
r her job at reduced efficiency or com- 
mits errors which would otherwise never 
have been made. 

It is becoming standard procedure in 
many offices for executives to make peri- 
dic cheeks to discover the existence of 
possible disturbing factors, so that steps 
may be taken toward their elimination. 
Here are some of the points at which 
these checks should be made: 

NOISE is always a cause of reduced 
efficiency in any office. In many in- 
stanees, noise levels increase so g¢radu- 
ally that we are unaware of their seri- 
ousness until havoe has been created 
within the office routine. Two sources 
need investigation, noise from outside 
the office and noise created within the 
office. In the former case, marked in- 
creases in disturbances are always noted 
during warmer months of the year whea 
windows are kept open. Air condition- 
ing equipment will keep windows closed. 
[t pays off through elimination of out- 
side disturbing noises. 
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THE NEW DIMENSION IN STEEL 


CARD CABINETS 


Choice of Four Decorator Colors 


* Jasper Green 
* Reed Yellow 

* Sharon Rose 

* Michigan Blue 


or single or 
ultiple usel 


MODEL 

FC 3500 

3x5 Card Size 

16” Deep—1500 Capacity 


To meet the growing decorative trend in offices every- 
where—Haskell is first to add c-o-l-o-r to Card Cab- 
inets! These cabinets feature new, removable headers 
of styrene which make it easy to change to any color 
her NEW Features at any time to keep your office color scheme up-to-date! 
obinets of fine steel (beige) 

andsome baked enamel finish 

side trays—light-weight, 

high impact styrene 

ilt-in platform in trays to rest pulled cards 
while working 

astic feet—prevent desk mar 


tra color headers—low cost... and other 
features! 


W! Removable Headers 


nge easily and quickly to any other color 
redl 


Perfect for homes too and available at leading dealers! 


Pin to your letterhead and mail 
HASKELL, INC. 


303 E. Carson Street 
Pittsburgh 19, Pa. 


Send literature with color key 


-_ 


Send name of nearest dealer 


rr 


OF PITTSBURGH 


Name .... 


Address 
303 E. Carson St. Pittsburgh 19, Pa. 


For More Information Circle No. 260 








» “Ise It these 
unthinking actions ol 
habble ol individuals on the statt, they ean be e@or 
normall, rected b a si rie planation to the 

ng very busy 
Corre XCeSS11 activitv im : olhice otten 
onditioning = the eXists because OL pool anning or lack 
OL\ departments, of attention to chang OV a lengthy 
cabinets on Nols ) od o l lavout that Was satis 

li 

machines wil ) source ot ¢ oO at dea ol unnecessary 
‘ ‘ > Olsv ft n older models mo ment etTweeh GesSKS © secTvTioONns by 
UNNECESSARY ACTIVITY wit in tl wersonnel, due to changes in the 
turb W her work flow over that period of time, A 


movement 


brighter, 
whiter 


A rag content paper for letterheads 


Brighter, whiter Weston Bond makes letters look 
neater, cleaner, more impressive, Ask your printer 
to use it for your next supply of letterheads. Also 
available in colors, white opaque, litho finish and 
mace soe aantyats 


BYRON WESTON COMPANY 
DALTON, MASSACHUSETTS 


Makers of Fine Paper or Business Records sine 8 


For More Information Circle No. 280 
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throughout the office is advisable with 
a view not only toward increasing ef 
ficieney of the office as a whole but also 
toward reducing 
which is a 
whole office. 

SEGREGATION of depart- 
ments often solves the entire problem 
and this step is as applicable in the small 
office as in the large one. A duplicating 
department, for example, may have slow- 
ly grown until today it is a scene of tre 
mendous activity, and considerable dis- 
turbance. A year or so back the element 
of distraction may be have been so small 


unnecessary 
disturbing 


activity 
factor on the 


noisy 


as to be of little importance; today the 
growth of that department makes it a 
center of attention. 

Where facilities do not permit removal 
of a noisy department to separate of- 
fices, it ean be partitioned off at low 
cost and with results. Materials 
selected for such partitioning should not 
only be attractive and in harmony with 
whole but actual 
dampening materials themselves should 
he used. 

OUTSIDE 
with the office 
present 
virtually 


the office as a sound 


ACTIVITY — connected 
routine also is an ever 
disturbance. It is 
impossible to control loud 
from visitors and eustomers no 
matter how many notices we may post 


source ot 
hoses 


asking for this cooperation. Again par 
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acclaimed by 
executives... 


SOUND POWERED 


4 * 


8 
TELEPHONES 


NOW AVAILABLE as a modern, streamlined, 
executive desk cradle-phone. 


NO BATTERIES. NO OUTSIDE POWER. 
No maintenance 


Easily installed. Ideal ''private wire'’ to save 
time, steps, cut switchboard load 


also 

PAIR PHONES 
HANDSETS 
COMPLETE SYSTEMS 


Write now for detailed 
Bulletins SA-25 and SA-32. 


teWHEELER 
INSULATED WIRE CO., INC. 


Division of The Sperry Rand Corporation 


1106 East Aurora Street 


Waterbury 20, Connecticut 
For More Information Circle No. 279 





titioning is the solution. Where this is ment id and antiquated office chairs 
impractical, some offices attain the de and similar furniture will often point up 
sired ends by selection of a receptionist this souree as an easily corrected cause. 
who has the ability to keep such noises Nor should attention be diverted from 
at a minimum. Another method som« oceassional oiling of swivels and casters 
times used is to limit waiting facilities on chairs, tables and other pieces of 
to prevent crowding in the reception office equipment. The squeaks and 


area. One of the more desirable pro eroans coming from such items are 1r 
cedures 1s to overhaul thi Svstem o1 ritating and are easily removed through 
nal dling VISITOrTS SO that they are taken an oceassional application ot light oll. 


eare of quickly and do not have to wait CONTROL OF PERSONNEL is al- 


around to accomplish their business. wavs a necessary part of our program 


FLOORS are often the source of dis » reduce disquieting disturbances. Dis 


urbinge noises. Constant scraping ana eouraging “visit no”? hetween office work 


a rule that 


movement of pe rsonnel in chairs, ol ers 18s one step. Establisl 


desks and small tables and similar noises, oral communications are to be made in 


an be annoying to someone Whose work a juiet voice and not through loud 


requires a high degree of concentration. alls across the room is another good 


Bare eonerete floors alwavs amplity 


the smallest sound. Floor coverings ‘asionally one individual will be 


. 3 : . . 
placed i ireas ol conside rable movi a constal ures | disturbanee. W here 


ment can help to reduce them. Use of wr she exists, correction is certainly 


floor pads underneath all office chairs in loud and noisy individual 


will eliminate this source of disturbance ( a hundred 
A study of the advisability of replace ffice workers in the same area. 








FOR ALL NOISY 
OFFICE MACHINES 


Save valuable floor space ... 
Don’t isolate costly machines . .. use them where they belong . . . near the source 
of media .. . with better supervision. 
SOF’°TONE requires very little more space than costly machines only 2” more 
depth and 5” in width. 
You will enjoy a QUIET office when you use SOF'TONE. 


_-, Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements 


| j co 311 AMERICAN STANDARD BUILDING 


BUFFALO 7, NEW YORK 


For More Information Circle No. 278 
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Hu¥on 


e Orpen 


ULL OUT Styl 


"ind 


UNIFORM 
LEGIBILITY and 
dios fefiakd tn’ ciagl pre-aligned unlt that'pre 
vides copies of superior quality and increases 
_ typing production at the same time. Simple to 
ee ani fac acct oe motok 
and every copy is clean and uniformly legible! 


Take advantage of the opportunity to learn how 

typewritten copies can be improved by writing 

ae ts today for samples and complete information 

CLEANER = oo Huron Copysette. 


D: 
ea 


STATIONERS ... We invite your inquiries. 
Send for samples, descriptive literature 
and price list. 


SO SIMPLE 
TO USE 


ae “ PORT HURON, MICHIGAN 
EFFICIENT i 


For More Information Circle No. 229 
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No matter how good this individual may 
he, he or she so reduces the efficiency ol 
others that their continued employment 
is not advisable. 

BETTER SCHEDULING work 
routines can reduce disturbing effects not 
only from the standpoint of elimination 
of unnecessary but through de 
creasing personnel. Where 
overload periods continually arise in an 
office, normally calm procedure is dis 


of 


noise 


tension on 


rupted by the speed up ot everyone to 
“oot over the hump.” 

Often such conditions oceur in one de 
partment and the unusual 
activity has a disquieting effect on the 
remainder of the staff. Where such situ 
ations continually arise in a given d 
partment, a close study may reveal th 
causes and provide corrective steps. In 
will be advisable to 
set aside duties of other sections to pre 


or section 


some instances it 
vent such a situation in any given de- 
partment. 

CALM EXECUTIVE CONTROL is 


always a contributing factor toward any 


DO-IT-YOURSELF! 


Anyone can operate a 


PIONEER PAPER DRILL 


A production 
machine with 
such quick set- 
up that short 
runs are a 
special delight 
Eliminates 
costly, time- 
consuming 
“farming out." 
The small 
investment is 
soon repaid 
and then goes 
on making 
money for you 
instead of 
someone else 


Accessories for cornering, slotting and slitting. 
Send for literature now. 


PIONEER 


1130 NEBRASKA, TOLEDO 7, OHIO 


For More Information Circle No. 276 





| 


program designed to reduce or eliminate 
disturbing etfeets. Where the office stati 
works with one eye on the chief 
tive’s door, awaiting an outburst there- 


execu 
from, it ean hardly be expected to work 
in relaxed efficiency. 

should never 


consider Ine 


The role of the executive 
be discounted in 


steps to 
ward keeping down disturbing effects. 
The procedures he 
problems that arise, 
making corrections 
play an 


this overall program. 


uses in handling 
work, 


eXeCrcising’g 


ASSIST 
and his 


other duties Important part in 

Too rigid policies in management add 
to a Stat 
members 


“on edge” nerves 
the stall 
cerned. Coffee breaks, for « xample , have 
been recognized as beneficial when 
handled properly. Cracking the whip 
continuously over the staff has the effect 
of putting them on guard against an 
intraction ol 
their job efficiently. 


ol msotat 


as ol olhee are ¢on 


rules doing 


sott 
policies create havoc, so does the op 


th 


COnTToO! 


rather than 


Just too 


posite end of vardstick. 


LOCK ANY FILE CABINET 


OR DRAWING FILE WITH 


SECURITY BARS 


Inexpensive, yet meet gov- 
ernment security regula- 
tions. 
Rigid 


steel Security 


notch and 


channel 
Bar supplied with 
clevis pins. Sizes for all file 
cabinets. Drill just two holes 
to install. Government ap- 
proved locks also 

can be supplied. 


Q\. 


Write for literature, prices and instructions for 
ordering. 


REED MANUFACTURING CO. 


1044 Main St., Waltham 54, Mass. 


For More Information Circle No. 277 
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AZOGRAPH 
SPIRIT 


: ; 
#THERMOFAX , 
. PHOTOCOPY 


yy \ 
ss , dalle et 


€ 





VERIFAX A. B. DICK 
HOTOCOPY STENCIL 


MULTILITH DAVIDSON 
OFFSET OFFSET 


ne 


oe 


CIL BY Fisher 


... Unless It’s 


Repro-Black 


Ink-Pen-Cils 
by FISHER 


z 
lz 
4 
| 2 


VERIFAX 
PHOTOCOPY 


] 


REPRO-BLACK 


DAVIDSO 
OFFSET 


Sold Exclusively Thru some of the Better Stationers 
Manufactured and Guaranteed by Fisher Pen Company, Forest Park, lil. 


INVESTIGATE 
Before you BUY 
Visible Equipment 


4 PRIMER TO THE AUTOMATIC OFFICE by Wm. 
Eustis, Gilbert Dresser, Franklin Wyman Jr., 
R. H, Stearns & Wm, Alden. Automation Man- 
agement, Inc., Westboro, Mass., 103 pp., $7.50. 





FEATURE ise a A basie approach to office automation 
1. Locking signal i? "9. Accurate analysis locked signalling} and its applications. Considers economic 
2. Easily moved signal |¥ Pocket with wire and acetate lug ui 
3. Protected pocket Y Pocket lug riding on rail 
4. Pocket tight to lug ¥i¥¥ YH2. Frictionless shift of pockets “a present systems, how automated systems 
[5. Positive visibility |¥ 13. Perfect layback of pockets _—«(Y 
(6. Ease pf insertion _ 14. Roller suspension slide Big . ’ ° 
17. Qual - y is = =a a conventional machines and special equip- 
8. Price 16. Greatest card capacity ly ment, and factors influencing computer 


PATENTED application. Contains examples of auto 


Effective Tools for mates ems in 12 different fields and 
Effective Management a : mage: organiza- 


in coding and 





feasibility of automation, analysis of 


can be designed using a combination of 














WASSELL ORGANIZATION, INC. 
Westport, Conn. 


1PPRAISAL OF ELECTRONIC BUSINESS APPLi- 

CATIONS, National Office Management Assn., 

Please send free Booklet on SIG-NA-LOK 132 W. Chelton Ave., Philadelphia 44, 40 pp., 
Name Shows the basic differences between 
Company , ; , mechanieal and electromechanical office 
iidiies machines and ail to help evaluate the 
and cost of office automation for 
City State , . 
processes and procedures. Con 


section on studying and planning 





office automation, and on operations 
research. 


STATISTICAL SAMPLING FOR AUDITORS AND 
4CCOUNTANTS by Lawrence L. Vance & John 
Neter, John Wiley & Sons, 440 Fourth Ave., 
New York 16, 310 pp., $9. 


‘overs basic statistical sampling con- 





techniques useful in auditing and 
Cc Pp accounting, statistical decision making, 
ROMWELL PRINTERY, Inc. controlling accuracy of clerical work, 
ALBANY 1, N. Y random sampling, sampling accounting 
records and organizing auditor’s office 

For More Information Circle No. 285 for using statistical techniques. 
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Easiest way to do a week’s dictation: 


put it on 5 Dictabelt records 


ERE’s a full week’s dictation— recorded on five little 
belts of plastic. They’re DICTABELTS—the exclusive 
dictation records of the Dictaphone TIME-MASTER dictating 
machine. The real cost? Less than any other dictating medium! 
Other DICTABELT advantages: they’re clearest of all dic- 
tation records; unbreakable and mailable. Dictation is visi- 
bly recorded and permanent—can’t be erased or changed. 


Learn to work easier and faster—with DICTABELT. Write 
Dictaphone, Dept. 1, 420 Lexington Ave., New York 17, N.Y. 


DICTAPHONE corporation 


In Canada, write Dictaphone Corporation, Ltd., 204 Eglinton Ave, 
East, Toronto in England, Dictaphone Company, Ltd., 17-19 


Stratford Place, London W.1. Dictaphone, Time-Master and Dictabelt 
are registered trade-marks of Dictaphone Corporation, 


The Dictaphone TIME-MASTER dictating machine. 
“*Takes the words right out of your mind.” 


For More Information Circle No. 164 
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R.C. Allen ..........-. 


aoays gives you fineot vod! 


The Low Price of R. C. Allen Cash Registers is all the more 
amazing because of the many “‘extra"’ efficiency features con- 
sidered standard in these versatile machines. Most businesses, 
whether large or small, will find an R. C, Allen model suited to 
their requirements and satisfactory in both service and value. 
The preference for R. C. Allen quality is natural with executives 
who are both economy and efficiency conscious. Call your 
R. C. Allen dealer for a demonstration or write us for information 
about a cash register to meet your requirements. 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, Grand Rapids 4, Mich. 


TYPEWRITERS + CASH REGISTERS +» ADDING MACHINES - SAFES + FILES - BOOKKEEPING MACHINES 
For More Information Circle No. 187 
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sprees cleaner 


CONTAINS LANOLIN 


FLOATS OUT 

HECTOGRAPH, RIBBON, 

CARBON, INK STAINS—> x 
GENTLY, SAFELY! _ 7 Z 





Clean Hands gently 

removes stubborn office 

stains—including 

hectograph dye—without 

resorting to harsh abrasives and 

solvents. Your girls will thank you 

because it ends ‘‘chemical hands” and 7)" 

cracked cuticles . . . ends scrubbing, too! “a ~ MODERN HAN? 


Clea a oFFicé 
When Clean Hands is applied before starting NOME an FacTO® 


the office day, annoying stains can’t set. 
Grimiest grime rinses away effortlessly 


free sample * 


o Vm eeeeceeeccoe 
741) COLUMBIA RIBBON & CARBON MFG. CO., Inc 
9611 Herb Hill Road, Glen Cove, N. Y. 


Send for this free Fill in and send with company letterhead. 
sample bottle. Just 
fill in and mail 
with your company 
letterhead. 


Name 





Company 





Street 








City Zone State. 


For More Information Circle No. 179 
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} j] P fis 
And ii Stilt WOrrRed: 


The fire raged, the floor collapsed, 

the Odhner plummeted to the basement below 
Flooded with water, the adding machine 

lay submerged in the cellar for five days. 
Fished out, plugged in — it still worked! 

an actual case history: 

The Empire Jewelry Co. fire, Denver, Colorado, 
March 23, 1956. Learn about dependable 


ODHNER ADDING MACHINES! 
See Classified Phone Book or write: 


FACIT INC. 404 FOURTH AVE.,N. Y. 16, 
OR 235 MONTGOMERY ST., SAN FRANCISCO 





For More Information Circle No. 168 


For More Information Circle No. 429-5 











When you put a set of these rollers er blankets on 
your machines, you immediately step up the 
quality of the jobs you can turn out. They do a 
better job because they are different—from coat- 
ing to core. Each Mercury product is as precisely 
made as a fine watch and durable as elephant 
hide. They are made exactly like the rollers and 


blankets used for the heaviest equipment in 
commercial printing and lithographic plants. 


RAPID ROLLER COMPANY 


MAIN OFFICE AND FACTORY: FEDERAL AT 26th STREET » CHICAGO 16, ILL. 
EASTERN SALES OFFICE: 800 McCARTER HIGHWAY + NEWARK 5, N. J. 


IMPORTANT: There Are NO OTHER Rapid Roller Company Branches or Factories 


For More Information Circle No. 203 


For More Information Circle No. 429 35 





‘will not warp, curl or crack” 


SO EASY TO USE 


1. SNIP—You can cut to the desired size, 
easily and quickly. 


> 


2. STRIP—Remove back- Available 


ing to expose the activated 
adhesive. 


AMBER 


3. STICK—Apply with finger pressure. It BLUE 
sticks indefinitely to metal—wood—cork— 
glass—plastic—any clean surface. GREEN 


4. INSERT—Insert label YELLOW 


or card. It’s open on three 


Perforated inserts ; 
sides for your convenience. 


for easy typing 
furnished. 








HUNDREDS OF USES AVAILABLE 
You can enjoy neat, attractive labels IN 3 SIZES 
anywhere in office, factory, store or PS-Ya—'p "6" 
home. 

on desk trays storage shelves PS-34—-34,"x6" 

library shelves display units - - 
cabinet drawers parts bins Pans = 1x6 





For auto dealer parts bins, etc. 


Available from your Office Supply Dealer or for information write to 


Office Products Ine. trie mis: 


"West Coast Distributor: Canadian Distributor: 
Arch K. Ansty, 171 2nd St., San Franciso 5 «+ The Luckett Loose Leaf, Limited, Toronto 14, Ontario 


Territories available for Dealers and Distributors 


For More Information Circle No. 161 
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PATENTED 
EFFICIENCY 
in the 
Use of 
CARBON 


. Automatic 
Alignment. 


. Automatic 
Rotation of 
sheets for 
longer wear. 


. Automatic 
Warning of 
last typing 
lines. 


. Hands do not 
touch the 
coated surface. 


Exclusive sales 
rights given to 
dealers in Foreign 
Countries. 


BRANCHES IN ALL LARGE CITIES IN THE U. S. A. 
For Foreign, Write for Prices, Samples and Territory to 


Export Dept., KEE LOX MFG. CO., Rochester |, N. Y., U.S.A. 


For More Information Circle No. 213 
THe Orrice—November, 1956 37 








TWO WAYS TO WRECK COSTLY OFFICE MACHINES... 


So, for SAFETY’S SAKE... 
put ’em on a TIFFANY 


Office machines are a big in- 
vestment; why take chances by 
using them on flimsy, cheaply 
constructed stands? Tiffany's 
unusually heavy, solid, angle 
steel construction eliminates 
machine accidents caused by 
tipped stands. Heavy metal 





castings anchor stand firmly to 
the floor, Open top design 
sends annoying machine noises 
away from operator, increasing 
office efficiency and morale. 


MODEL 5000—4-cup open top locks ma- 5000 
chine base to stand. Heavy iron castings With two drop 
cover casters and rest solidly on floor. leaves, Model 5002. 


Casters are retractable with positive action. Also available in 35'/2” heights 
for stand up work, 


Drop leaf attachable, flush with top or low 
a as . Write Dept. O for 
or posting tray. information and catalog 


24 Dy > ” 
a— es “Srasrae &. Co 
7S os 
: wee 
ie 





aoe & s>icmiame ar case ov ate Apes 
YASS Se > 2 a f 

CFD ce ger - : 

Ain id ap SO E> 


See your Tiffany Dealer or write for 
full color brochure showing all available stands 


Often Imitated... 
Tiftan 


Never Duplicated 
7350 FORSYTH Stand Co. 


ST. LOUIS 5, MO 


For More Information Circle No. 212 











Give your girls 
a break... with this 


low-cost folding machine! 


Hand-folding is a chore and a bore 
needless drudgery in any office. It’s an expensive 
way to fold form letters, bulletins, statements, 
etc. It hits you right in the profits. 

Give your girls, and yourself, a big break 
with a little Pitney-Bowes Folding Machine. 
The Model FH costs less than a typewriter! 

The small FH is easy to use, anybody can 
run it. And it does all eight basic folds used 
in office work. Just move two knobs and it’s 
set for the job. 

Electrically-driven, with semi-automatic 
feed, it can double-fold up to 80 letter-size 
sheets a minute—even faster with automatic 
feed (optional at small extra cost). Its big 
brother, the FM, folds 19,000 sheets an hour. 

The FH handles sheets from 3 by 3 inches 
to 84% by 14 inches, in most all weights and 
finishes. Even folds sheets stapled together. 

The FH quickly pays its way in any office. 
For a demonstration, call the nearest Pitney- 
Bowes office. No obligation. Or send coupon 
for free illustrated booklet. 


ra) PITNEY-BOWES 


Folding Machines 


Made by originators of the postage meter... 
Offices in 96 cities. 


less than 
a typewriter! 





PITNEY-Bowes, INC. 
3418 Walnut Street 
Stamford, Conn. 


Please send free Folding Machine booket to: 


Name 


Address 


For More Information Circle No. 281 
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CORRESPOMDENcy 


Buy Liberty Boxes for Easiest, Most Economical, Systematic Record 
Storage. Keep expensive steel file space active by transferring 
old, but valuable records to Liberty Boxes . . . storage is safe, 
clean . . . finding is quick and sure with systematic Liberty labels 
and title strips. Millions of Liberty Boxes are now in use and in 
good condition, some even after 35 years of service. 25 standard 
stock sizes in all, a size for every business record. The quality 
materials and construction of Liberty Boxes assures maximum 
protection at minimum cost. Buy the Best . . . available at leading 


office supply and stationary stores. 


BANKERS BOX COMPANY 


720 S$. Dearborn St., Chicago 5, Ill 


eae 


(Liberty 


STORAGE BOXES 


. 191 


Tue OFFIce 


NOW AVAILABLE 


The new Manual of Record 
Storage Practice with Reten- 
tion Periods is now available 
It tells a simplified story of 
record procedure and an easy 
to-do storage plan for inactive 
records. Write for your FREE 
copy 





November, 1956 


wu 


TOTALI 


adding listing 
machine 


capacities up to 
12 listing 
13 totaling 


wy Uy Y 


NUMERIA (mea 


capacities 
up to 10 x 11 x 21 


LAGOMARSINO- PAI 
Viale Umbria 36 
Milano (Italy) 


HAND MODELS ALSO AVAILABLE 


For More Information Circle No. 162 





Whatever line are you ready to fill the 
of conventional NEW NEEDS 


duplicating BS of today’s customers? 
products 





Revolutionary changes and improvements in typewriters and 
you now handle duplicating machines now call for the carbon and ribbon products 
that provide reliably good results with these new machines. 


To meet more fully all of today’s requirements Allied research has 
developed a whole new concept in specialized products. 


Take, for instance, one example: 


new Flagship silk ribbon {[ 


among the 
world’s finest 
duplicating products: 


Flagship patented 
metallic back 
carbon paper 


Flagship carbon 
paper ribbons 


Offset ribbons 
Tabulating ribbons 


Addressograph ribbons 
Diazo ribbons ‘ 

To those of your customers who want copy perfection you can now 

Hotel Register carbons offer this special Flagship silk ribbon. Supplementing our standard 
silks — this new ribbon is beyond comparison for its uniform, long 

Artist transfer carbons lasting fineness of impression. ; 

Let the Allied man® show you one or more of these newest develop- 

ments, which you can add to your current line, to fill the needs of 

your most important customers today —and you'll begin to get 

acquainted with the value of an Allied franchise. 


Spirit carbons * P.S. Or we'll be glad to send you details by mail. Just write to Dept. $4. 


ALLI Ee Dp CARBON AND RIBBON MANUFACTURING CORPORATION, INC. 


General Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse: 3425 S. Main St., Los Angeles 7, Calif. 


For More Information Circle No. 404 


School packs 


Carbon binders 


Stencils 


THe Orrict Vovember, 1956 





IN CANADA, Reger 


easy to operate—easier to sell... 
the new ALL- ELECTRIC 


REGNA ADDING MACHINE 


Fingertips literally float over the moulded keys ... everyone who tries 
this sturdy and dependable REGNA becomes a “high speed” operator .. . 
everyone who sees it admires the streamlined styling, the legible 
keys and listing, the clear curved window for maximum visibility. REGNA's 
rugged Universal Electrolux Motor does all the work—chases fatigue 
increases daily employee productivity! 

Swedish steel, Swiss precision counters 

different capacities from 6 total 7 up; 

fully automatic safety keyboard; rear 

rubber rollers for portability; in 

light grey and ivory 

Also—low-priced hand 

operated models 


175 Fifth Averme, New York 10, N.Y. 


Geatlemen 
Please send more information on the new 


Adding Machine and outline advantages of be« 


Dealer 


» Cash Registers of Canada 704 Notre Dame St W 


Ltd 
Montreal, Que , and Business Equipment Machines, 489-R King St. W , Toronto, Ont 


OUTSIDE CONTINENTAL lt Ss Jorgen S. Lien. Box 50 


THE Orrict 


Rergen, Norway 


For More Information Circle No. 178 
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Mr. M DELAVAN, ¢ 4 
Alexander Smuth, Inc., Carpets & Rug 


Greenville, Mississippi 


Alexander Smith salesmen like Traveletter System 


slad to report that it seems to 


ing very well. We have been 





to establish the controls on a 
isis by use of the I. B. M. equipment 
have and obtain a monthly distribution 
ur traveling expenses, reductions in travel 
d car rentals and reimbursable 

“pense on the leased cars 
1ave a weekly report showing the 
account as to whether or not 
or behind hi expens¢ reports. 
I believe that our men are happy with the ar- 
rangement and I know that we can save sufficient 
personnel to at least break even if not save money 

on the entire dc al 

“[ thought that you might be interested in these 
r and wha are doing with the 


nts 


omme 
Traveletter System in our own particular case.” 
/ raveletter The Traveletter System reduces cash advances, 
/ saves accounting time, prevents lost ti ind lo 
builds morale of salesmet 


il i mpanies employing from 1 to 1,000 
g tra xpenses. 2 
PORTE HOON ORG : f ncl r United Aircraft Corporation, 


the better system for 


American Cyanamid Co., Western Electric Co., 


and many others. 
Descriptit 
TRAVELETTER CORPGRATION ° GREENWICH 3, CONNECTICUT 
For More Information Circle No. 272 
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TM WORLD? 
| To LENViEW » 


June Fisher presenting special 
ballpoint pens for Patrol 
Squadron 721, U. S. Naval Air 
Reserve, Glenview, Ill., to 
Comdr. Harold Sumi and Crew 
Chief Ed Hoffman, to com- 
memorate squadron's two-week 
annual training flight to Port 
Lyautey, French North Africa. 
Pens, made by Fisher Pen Co., 
manufacturers of Fisher 1|-For- 
All ballpoint refills, were in- 
scribed with a good luck 
message and presented with 
an extra refill, 


Joseph V. Cronin 
(right) Mayor of 
Hartford, Conn., and 
business manager of 
District 26,  Inter- 
national Assn. of 
Machinists, presents 
an Underwood port- 
able typewriter with 
Greek keyboard to 
Pafsanias Catsotos 
(left) Mayor of 
Athens, Greece. 
Typewriter was pre- 
sented in behalf of 
Hartford industry 
during the recent 
good will visit of 
United States mayors 
to Greece. 





THe Orrice—November, 1956 
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Office workers line 
up for morning 
coffee in PLM's do- 
it-yourself office 
kitchen. 





Do-It-Yourself 
Office Kitchen 


An on-the-job, do-it-yourself snack kitchen for 
office workers has proved popular with em- 
ployees in Pennsylvania Lumbermens Mutual 
Insurance Company's new office building in 
downtown Philadelphia. According to John J. 
Ford, PLM's executive vice president, the 
number of employees staying inside the build- 
ing to eat their lunch has more than doubled. 
This made it necessary to establish additional 
lunch periods to avoid overcrowding. 


Pea ww ———_- e — on 


Mary Doherty preparing fresh coffee for her 
fellow office workers. 


we ww we 


The 43 by 20 ft. room can seat one-fourth of the company's staff at one time. Vending machines 

(at right) deliver soft drinks and candy. There are refrigeration units for stowing food brought 

in by office personnel and electric burners for making hot drinks, Coffee is provided by the 
management. An employee is assigned to the kitchen to do the necessary housework. 
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Dr. Robert G. Breck- 
enridge, director of 
the new. research 
laboratories of Na- 
tional Carbon Co. 
at Parma, Ohio, in 
his new office, show- 
ing cherry paneling 
and Dynel carpeting. 


Research Laboratory Offices 


National Carbon Co. a division of Union Carbide & Carbon Corp., has opened new basic 

research laboratories in Parma, Ohio. The 175,000-sq. ft. building contains laboratories, shop, 

library, auditorium, cafeteria, locker and shower rooms, administrative and clerical offices 
{see page opposite). 


7. iho 
aie eT 
ee om 


Conference room 
showing blackboard 
in the cherry panel- 
led wall. A motor 
driven projection 
screen is concealed 
in the ceiling. Floor 
is covered with .a 
Dynel carpet. 
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A clerical area in 
the new. research 
laboratories of Na- 
tional Carbon Co., 
Parma, Ohio. 


Another clerical area 
at National Carbon's 
new laboratories, 


Reproduction de 

partment showing 

Photostat machine 

(left), diazo and 

offset equipment at 
the rear. 














Cafeteria in the California Department of Employment's new office building. Seating 584 
persons comfortably, the cafeteria can quickly be rearranged for other functions such as 
dances or meetings because of the stacking feature of the colorful Brunswick fiberglass chairs 
which. along with functional Brunswick tables, have been used to furnish the entire cafeteria. 


Some of the more than 100 desks, made by Myrtle Desk Co., High Point, N. C., and installed 
by Empire Office Furniture Co., New York, in the offices of American Export Lines, Hoboken, N.J. 








S mite ‘ és 


Chairs made by Milwaukee Chair Co., and installed by Hall-Ekfelt Furniture Co., in the 
Union Bank & Trust Co, of Ottumwa, lowa, 


Said to be the world's largest portable projection screen, this was made by Radiant Mfg. Corp. 

for the Jam Handy organization. The 20 by 40 ft. screen can be assembled, ready for use, 

in less than two hours. It is flameproof, has lightweight aluminum frame, and fits into a crate 
144" long for easy transporting. 














The ABC Insured Payroll System's special 
identification card (at right) and the ABC 
check, below it. Both the card and the check 
are printed on the same yellow paper and 
may be instantly identified by specially en- 
graved borders and the ABC watermark and 
medallion. The system and controls were de- 
signed and installed by Todd Co., Rochester 
New York. 


Gilbert Purvis, trea- 
surer, Atlantic Steel 
Co., Atlanta, Gaa., 
points to his firm's 
Todd Protectograph 
installation as the 
secret behind At- 
lantic's loss-free pay- 
roll disbursement 
system. The Atlanta 
company has i 
bursed more 
$86 million in 
checks since 1936 
without suffering a 
single internal check 
fraud loss. 








A Clary adding ma- 
chine was used by 
former stewardesses 
of United Air Lines 
at their annual con- 
vention in Los An- 
geles to total the 
flying hours of the 
Klipwings (steward- 
esses who gave up 
careers to marry). 
The answer which the 
Clary gave Mrs. Dick 
Dodge (center) was 
513 Klipwings log- 
ged a total of I.- 
200,000 hours in the 
air. Standing, left, is 
Mrs. Lu Hodgen of 
Seattle, national 
president. 





—Sfayrlex the PROVEN 
Automatic Electric Stapler! 





STAPLEX is the No. 1 time and 
money saver in today’s business 

All other out dated stapling methods have 

become too costly. Man hours, the big item and expense 

in any business today, can be cut tremendously when 

you use STAPLEX. It actually pays for itself in no time 

and goes right on putting dollars in your pocket. Don’t 

forget . . . time saved releases operators for other 
productive work. 


Stop using painfully slow and 

costly manual or only semi-automatic 

stapling methods. Completely automatic 

STAPLEX, staples instantaneously upon insertion of work 

Perfect, split-second stapling every time. No tiresome 

hand or foot controls . . . both hands are free to work 

with. STAPLEX is simplicity itself to operate. Completely 

enclosed for safer, quieter operation. Simple, quick-set 

accurate adjustment up to 4%” depth. Portable, plugs 
in anywhere. 


Thousands of satisfied users are 

shouting the praises of STAPLEX—with 

new records of economies in hundreds of 

business and industrial applications being reported 
daily. A free, no-obligation demonstration of the 
STAPLEX in action . . . doing your work . . . saving 


[" fn 
your money will prove to you that STAPLEX is the THE =Sfoplex COMPANY 


ONLY EFFICIENT way to staple in modern business! 775 Fifth Avenue, Brooklyn 32, N. Y 


FREE DEMONSTRATION 
SEND ME FURTHER INFORMATION 


=“Sfoplex ..... the Nan 


COMPANY 


fastest... easiest... = 
savingest way to staple! pane Sel 


For More Information Circle No. 217 
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_OFFSETTING COSTS. 
with 3M Plates 


BRAND 


Here’s How a Perfectly Smooth 
Plate Upgrades Quality 


and Cuts Press Downtime 


“GRAINED PLATE 3M PLATE 


Dot Structure Shows The Difference—The ideal surface for reproducing 
copy with absolute fidelity is a perfectly-smooth surface. Here’s why—on a 
grainless 3M Brand Plate, there can be no dot distortion or uneven, ragged 
edges due to varying grain patterns. Each dot is well defined and perfectly 
formed. You can hold the finest details on difficult halftone jobs and fine 
line work. For forms, letters, office publications—all your day to day jobs 


—you can count on 3M Pilates for clean, sharp work and superior quality 
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Get Cleaner, Trouble-Free Runs — A perfectly-smooth plate is a clean running plate. Unlike 


grained plates that have a tendency to slur, fill-up or emulsify 
more trouble-free runs 
to make them highly water-receptive 


surface of 3M Plates assures cleaner, 
treated 
receptive in the image area 


in the non-image area 
Because they use less water, ink emulsification problems are 


the smooth, grainless 
3M Plates are chemically 
extremely ink- 


greatly reduced. Colors are stronger—brighter—not grayed or washed out. On a grainless 
plate, too, ink and water balance is easier to obtain and maintain and desensitization is 
There's a decided difference in quality 


quick and easy 


Gets Jobs Off The Press Faster—To cut press 
downtime, you need a perfectly consistent 
plate. On 3M Brand Plates, exposure and 
development times never vary. You always 
get the correct exposure that means extra 
mileage. Plate thickness, too, is constant — 
makeready is faster and easier. All in all, 3M 
Plates eliminate the 43 variables found in 
conventional surface-coated plates. 





RESEARCH 











FREE! Platemakers Guide and Pressman's 
Guide— Authoritative, valuable guides for 
platemakers and pressmen are available free 
to you: To receive your copies, write: Minne- 
sota Mining and Manufacturing Company, 
Dept. ER-116S, St. Paul 6, Minnesota. Put 
dependable, economical 3M Plates to work 
for you. You'll save time and money and 
get superior quality results 


Quality Lithography Depends on 
a Perfectly-Smooth Plate 





3M Photo Offset Plates 


BRAND 


"3M" is a registered trademark of Minnesota Mining and Manufac- 
turing Company, St. Paul 6, Minnesota. General Export: 99 Park 
Avenue, New York 16, N.Y. In Canada: P.O. Box 757, London, Ontario 


For More Information Circle No. 200 
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For the sheer satisfaction of perfect typing 


Olympia goes first! 


10,000 highly trained and skilled workers all combine their 
craftsmanship in the production of OLYMPIA Typewriters. 
Dealers and customers throughout the country know that 
OLYMPIA typewriters mean dependability. Our goal has 
always been quality. This is why we say: 


IN PERFORMANCE 
Olympia goes first } 'N styuNc 
IN ECONOMY 
OLYMPIA — WRITES BEST OF ALL BECAUSE — 
IT 1S BUILT BEST OF ALL 








INTER-CONTINENTAL TRADING CORP. 
90 WEST STREET + NEW YORK 6, N. Y. 


For More Information Circle No. 208 
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World's Finest Duplicalo 0s 
AT THE WORLD'S LOWEST PRICES 


Sntr oducing 


SPEED-O-PRINT’S 
LIBERATOR MODEL S300 ELECTRIC 


SPEED-O-PRINT CORPORATION 
1801 W. LARCHMONT AVE. e CHICAGO 13, ILL. 


For More 
Information 
Circle No. 419 








Spee-D-Ada 


Here are <> smart 


ways to speed up your 
mailings...use Dennison 
Addressing Labels 











2. IN CARBON SETS. Quick, 
clean, easy for typing multiple 
mailings. Four sheets of couponed 
label paper collated with one-time 
carbons. Labels stay lined up until 
snapped apart. 33 labels, 2!%¢5” x 
1546”, per sheet; 132 to set. 


ie IN SHEETS. Most versatile 
kind of addressing label. Type- 
writer size sheets for typing and 
duplicating. Type 33 labels with 
One insertion in typewriter. Make 
carbons for multiple mailings. Lint- 
free; pod-free. 33 labels, 2'3,5” x 
1”, per sheet. 


All with Dennison special formula 
gumming for tight adhesion 


At your stationer’s or write for 


the name of your nearest dealer. 


<Dein ROLLS. Quickest, easiest 
for one-time mailings. Labels come 
in continuous strip for convenient 
typing and attaching. 1000 labels, 
ge) al 


For More Information Circle No. 177 
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} 
Te , h , LM is Lhin 


if your paper dog-ears 
don't turn to something heavier 


It will only take up more space in the files, make it harder 
to type copies and add extra postage if mailed. What’s more, 
heavier paper will still dog-ear, tear loose from rings and 


posts or break down due to frequent handling. 


Instead, use a higher grade of rag content paper. Neenah 
ledger, onionskin, index and bonds are made with strong 
cotton fibers that can take daily handling and still remain 


crisp. 


neenah 
: 3 Keys to Selection and Use Thin 
paper : Papers 


company : Neenah Pattern Kit, containing a 
; : punching, perforating, ruling guide, 
neenah, : etc 


wisconsin ‘ Your Guide to Better Indexing, con 
: taining tips on color control, tab 
arrangements, et 


mead 


Signature 


/ Y . 
é If) 7, : 06 
CEM L, A . Attach this coupon to your business letterhead and mail to 


ee - meenah paper company, neenah, wis. 


For More Information Circle No. 2 
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: The Ideal Christmas Gift... 
\ Electro-Pointer / 


The World’s Finest, Completely 
Automatic Electric Pencil Sharpener 
For Office, Studio, Drafting 
Room or the Home 


PROVEN OVER 
14 YEARS 


PERFECT POINT 


INSTANTLY 
EVERYTIME 


AT YOUR STATIONER 
OR WRITE: 


STILE-CRAFT MANUFACTURERS, INC. 
1825 MACKLIND ST. LOUIS 10, MO. 


For More Information Circle No. 256 
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The Victor Flick that outdates 
all other calculators © 


New Victor Automatic Printing Calculator 


Saves You Costly Man-Hours Because It’s 
Simpler, Easier, More Accurate To Use 


Exclusive Victor feature lets you multiply or divide 
with a “Flick” of your finger. No mental counting. 
“Up” to multiply . .. “Down” to divide . . . middle 
position to add or subtract—and all automatically! 
The new Victor Calculator prints figures on tape, 
just as you would write them. Automatic Constant 
holds figures for repeated division or multiplication. 
Total Transfer eliminates need for re-entering totals. 
Find out how much this Victor “Flick’’ can do for 
you — look under “V”. for Victor in the adding ma- 
chine section of your classified phone 
book or mail the coupon. 
VICTOR ADDING MACHINE CO. 0-1156 
CHICAGO 18, ILLINOIS 
Send me brochure on the New Victor Auto- 
matic Printing Calculator, showing all the 
features. 


VICTOR ADDING MACHINE CO. vere 
Chicago 18, Illinois 
Victor-McCaskey Limited, Galt, Ontario Company 


Manufacturers of Business Machines, Add 
Cash Registers, Business and Industrial Systems, wees 
Electronic Equipment, Electri-Cars 


For More Information Circle No. 225 
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Quality materials and supplies for 


Carbon and Ribbon Manufacturers 


TYPEWRITER RIBBON FABRICS 


Fabrics that have been specially designed 


and woven to produce really better ribbons. 


Moller Proancs Corp. 


21 WEST STREET NEW YORK 6, N. Y., U.S.A. 
ne HAnover 2-5425 


For More Information Circle No. 186 
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hy Smead Craftsmen 


YOU'LL WANT TO BUY MANY — FOR 
ANY GIFT GIVING OCCASION... At last... a line that is always 
up-to-date. Ideal for business or personal giving any time of the year. 








The utilitarian value, the beauty and 
individuality of each item shown on this 
page makes anyone of them an appre- 
ciated gift upon any occasion 


Me A NEW KLEER-PAK BINDER 
For Soles Presentations or a: o Personal File 
for chipping 


timonial | 


MeMY PERSONAL PORTFOLIO" 
An "Under the Arm” Carrying Case 
Made f hand rubbed, pure vinyl, in 
Rodeo Design ylon plastic zipper. 11 
by 16 inches. Gift wrapped. It is the 
t gift for the busy man 
VLI1611 


Fat 


4m SMEAD'S "On the Street" 

CARRYING CASE in LEATHER-LIKE 
MATERIAL 

Made of Leather-Like Material, size 10 

by 15 inche wit ilyd-Loc fastener 

now gift r 

carrying 

papers 

special 


ee ed 


Me SMEAD'S EXPANDING FILE 
Made of Leather-Like Material with 21 
roomy pockets. It outwears ordinary 
material 9 to 1. Gift wrapped it makes a 
beautiful present for the office or home 
No. R-117A 


Me SMEAD'S PATTERN FILE 

jaisy pat 
ign and gift wrapped. A 10 com 
pattern file an ideal gift 


Now comes in new beautiful 
tern de 
partment 
for the homemaker 

P315M (Maroon P315B 
P315G (Green P315D 


SMEAD'S HOUSEHOLD FILE 
This 3-way indexed home file now comes 
in beautiful new daisy design gift 
wrapped. Truly “A Gift for any Oc- 
casion 
W315-M (Maroon) 
W315-B (Blue) 


Blue) 


Daisy) 


W315-G (Green) 
W315-D (Daisy) 





The novel and long wearing finishes and 
the individual styling are such that you 
will not find them duplicated elsewhere 


MRSMEAD'S DESK SECRETARY 
This beautiful personal desk file is made 
of pure vinyl, dark brown, in pigskin 
finish. 10 by 12 inches. Gift wrapped 
No. VL39 


Me SMEAD'S RECORDING FILE 

The perfect carrier for 7 inch recordings 
and tapes of dictated mail. Long wear 
ing Smead's Leather-Like Material. Ask 
for gift wrapped No. L-513 


All items attractively 


Ww 


See your stationer today. Examine 
these useful and beautifully packaged 
items 


THE SMEAD MANUFACTURING CO., INC. 
HASTINGS, MINNESOTA 





Bigger STENCIL SALES for YOU 


are as simple as 


Alean Wrke Crystal Stencils 


Here’s why you'll have satisfied stencil customers and repeat sales 
when you stock and sell Kiean Write Crystal Stencils with the Film Top 


absolutely NO GLAREswith Klean Write Film Top stencil: 
It’s the original and the finest film top steneil . 
backed by 50 vears of manufacturing know-how! 
b. st. for all typewriters. The film top protects against 
typewriter keys filling in and becoming gummy and dirty 
There’s no feed roller swelling . . . the stencil never 
touches the feed rollers! 


Chop outs will be eliminated with Klean Writs 
FILM TOP STENCILS. Type cuts clean and sharp 
for perfect reproduction. The copy is actually 
comparable to offset printing! 


PROVE IT TO YOURSELF . . . Klean Write FILM TOP STENCILS are the 


best! Write for your trial order today under our absolute guarantee 
of satisfaction. 


TO: FRANKEL MANUFACTURING CO. 
285 Rio Grande Bivd. « Denver 23, Colorado 


Send me o supply of Klean Write Crystol Film T Is immediately. If for ony re 
not 6 ; 


(ory | undertond I con retin them ond recewe full res” | FRANKEL MANUFACTURING CO. 
285 RIO GRANDE BLVD. « DENVER 23, coLo. 
ESTABLISHED 1906 


ORIGINATORS OF THE FILM TOP STENCIL 


stencils ore 


Nome of person ordering 


c--<-<<------—_"1 


For More Information Circle No. 234 
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AN 

EXACT 
PHOTO 
COPY 

OF 
ANYTHING 
IN 

JUST 
SECONDS 


UNDER 
ANY 

OFFICE 
LIGHT! 


The Rovico Fotomate was designed 
lifetime of service and offers « 


GUARANTEE 


FOTOMATE 
PAYS FOR ITSELF IN TIME SAVED ALONE 


re-drawing. Eliminates human error... . 


Saves re-typing ... 
no more proof reading. 


@ NO DARKROOM @ NO DRYING 
NO WASHING @ NO ODORS 
@ NO FIXING @ NO MESS 


A perfect copy everytime. Photo copies from one or two 
sided originals, from color, from opaque or transparencies. 
Letterhead to signature . . . clear, sharp black reproductions 
on a snow-white background ... so perfect, you can't tell 
the original from a “Fotomate” 


ALL ELECTRIC... ALL AUTOMATIC 


Nothing left to chance, Just set the dial . . . the Fotomate 
exposes automatically, develops automatically, Capable of 
50 to 90 copies per hour. 


ROVICO ELECTRICAL DEVELOPERS 
For use with standard exposing unit 
Model L (legal size) 8'/"' x !4 
el DL (double legal size) 14"' 


a 


LIFETIME 


AVAILABLE IN TWO SIZES 


TERRITORIES OPEN 
WRITE OR CABLE 


ROVICO PAPER DISPENSERS 
Ejects single sheets of photo 


ROVICO EXPOSING UNITS 
For use with electric or hand 


paper automatically. Speeds 7 developing units Makes 
photo copying operation. ; copies directly from thick 
Light proof, all metal con- ’ , books or rigid backgrounds. 
struction. All sizes: 8!/,"" x , Model L — 8!/."" x 14" 
Toe ees UU ee Ps “ Model DL — 14" x 17", 

7" “a7. 


ROVICO INCORPORATED, 1225 Raymond Bivd., Newark 2, N, J., U.S.A. 
CABLE ADDRESS—ROVICO NEWARK NEW JERSEY 


For More Information Circle No. 274 


FOR PARTICULARS. 








TERS TO DUPLICATIN 


ROSE RIBB 


CARBON MFG 








For More tnformation Circle N 159 
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PIONEERS OF SPIRIT DUPLICATING 
IN GREAT BRITAIN PRESENT 


NEW Jordigraph WOE 


PORTABLE SPiRIT DUPLICATOR 
with CARTRIDGE LOADING 


LOW-PRICED—yet it has all these high-priced 


teaiures: 


. AUTOMATIC FEED 8. PRESSURE CONTROL 


PUMP FLUID CONTROL SELF-LUBRICATING 
METAL ROLLER py A apace 
MOISTENING , 


; ' SELF-CENTERING 
CARTRIDGE LOADING PRESSURE & 


ACCURATE REGISTRATION MOISTENING ROLLER 


RESETTABLE NYLON 11. CLOCKWISE TURN OF 
COUNTER HANDLE 


AUTOMATIC MASTER CLAMP 12. FULL GUARANTEE 


Designed and engineered for {merican offices by 
Frank R. Ford Ltd., Birmingham, England, the 
company which pioneered, produced and_ sold 
Spirit Duplicators all over the world (except the 
North American Continent) since 1933. 


Deliveries from New York warehouse. 


FORDIGRAPH (EXPORT) LIMITED 
-*f ca deine area iccn tes eY-cl- TN han y Mle) VoMe-)-7N-1.4-1-lole] @ 


YOUR TERRITORY PLEASE BIRMINGHAM 11, ENGLAND 
WRITE TO : 
For More Information Circle No. 204 
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RE*CO is photocopy automation. From the expo- 
sure of the original to the finished, dried print, the 
flow is continuous.You get large volume reproduc- 
tions of any flat copy onto paper or film in half 
the time and at half the cost. 

RE+CO is easy to operate. It copies actual size 
or half size. You simply feed material to be copied. 
Sequence is maintained through the entire proc- 
ess, eliminating sorting and collating. No dark- 
room or special plumbing is required. 

See how you can boost photocopy production 
and achieve important savings in labor, time and 
material. Write for full detaiis on this revolution 
ary photocopier 


Room 2127, 315 Fourth Avenue, New York 10 


|! want more information on RE*CO PHOTO- 
COPY UNIT 


NAME & TITLE 
COMPANY 
ADDRESS 
ZONE STATE 


DIVIS 


For More Information Circle No. 166 
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Savings and Loan Firm Brings 
Automation to the Small Office 


RICHARD NEUMAIER 
Systems Consultant, Philadelphia 


COMPLETELY |= automatic 

keeping system for a small business 

was judged to be five or ten years 
away. However, automation has been 
accomplished and is in operation today 
for the mortgage loan accounting of 
Penn Federal Savings & Loan Associa 
tion of Philadelphia. This being a first, 
it may also be interesting to accountants 
and men confronted with en 
tirely different accounting problems. 
Certain fundamentals (such as few ex 
ceptions, repetitive operations and ¢om 
paratively small volume) are basie con- 
siderations for a transfer of the system 
outlined below to other applications. The 
basic idea involved is the use of the 
I1.B.M. Cardatype for a fully auto 


bye | rk 


systems 


matic bookkeeping machine operation. 
This four-piece combination of equip- 


ment was originally designed and made 
available for billing and sales analysis, 
and has not been previously used for 
any complete accounting procedure. My 
analysis of this equipment proved that 
the Cardatype could be used as a fully 
automatie bookkeeping machine. 

The tremendous growth over the last 
ten years of the savings and loan associa- 
tions in general, and Penn Federal Sav 
ings & Loan Association of Philadelphia, 
specifically, made Myer Feinstein, presi- 
dent, aware that an analysis of their cur 
rent office procedures was necessary. 

The basie repetitive procedures of any 
savings and loan association concern 
with the collection of the 
monthly installments on mortgage loans, 
accounting for these installments and 
allocations of payments to the correet 
accounts with an ascending escrow bal 
ance,  ealeulating monthly interest 
charges, and allocating the difference of 
interest charges and escrow requirements 


themselves 
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from the payment to the reduce 
tion of the principal mortgage balanee. 


month 


remind 
of his monthly in- 
as passbooks, monthly 
pre-punched 
In some cases addressed mailing 
supplied to expedite the 
A earetul statisti 
cal analysis of the paying habits of the 
mortgagors of Penn Federal Savings & 
indicated that 95% of the pay 
ments were received within the allocated 


There are several methods of 
ing the 


stallments, such 


mortgagor 


coupons and tabulating 
cards. 
envelopes are 


receipt of payments. 


Loan 


time, and for the exact required amount. 
Less than 1% were for amounts in 
ance with the fixed payments, and 4% 
required dunning and penalty actions for 
late payments. With this picture in mind, 


vari 


it was found advisable to dispense with 
method — of 
payments. 
idea of then ana 
lyzed. For reasons deseribed later in 
this article, it thought necessary 
that the coupon contain not only the ae 
count number and amount, but also the 
name and address. The latter eliminated 
any perforating operation for identifica 
tion purposes. Addressograph plates 
seemed the most practical method to pro 
duce the payment coupons. This in turn 
presented a difficulty in indicating the 
payment months on the coupons. Ther 
would have been several means of get 
ting the payment months on the 
pons, but further analysis indicated that 
it was not necessary to have a payment 
month on the coupon. The logie behind 
this was simply that 
know when they make their mortgage 
payments, and know when they are past 
due. Placing monthly coupons in the 
hands of the mortgagor would not prove 
that he For 


the passbook recording 


monthly 
The 


coupons Was 


Was 


cou 


peopl 


decision 


was using’ the eorrect one. 
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elopes in th acket as they 


© 


| 


r money order, seal, stamp and 


not mail currency 





Milton Murland 
Walnut St. 
Pa, 


5 
a) 











PAYMENTS ARE DUE NOT LATER THAN 


THE 10th OF EACH MONTH 





p 


in mailing your monthly mortgage 


mai 


RECORD YOUR 
PAYMENTS HERE 


DAY 
PAID 








a 


PENN FEDERAL SAVING 
ASSOCIATION Of 


AND LOAN 
PHILADELPHIA 








Packet holding 12 addressed return-payment envelopes, one of which is shown on the opposite 
page. The addressplate impression appears through a die-cut window above. 


cashiering purposes it unimportant 
which coupon accompanies the payment 
the deciding factor is the status 
ot the account ledger. 

Having eliminated the 
identification of the month of 
the pre dated coupon idea was disearded 
in favor of the payment envelope. The 
payment envelope is identical with many 
in use for making bank deposits and 
similar transactions. It is simple in de 
sign, allowing a space for the imprint 
of the address plate with the account 
number, payment amount, name and 
address. Twelve addressed envelopes 
placed in a packet with a die-eut window 
opening to show the payment envelope 
address for mailing in window envel 
opes. The front of the packet has space 
for recording payments, and the en- 
closed envelopes are used by mortgagor 
to mail each check for his monthly in- 
stallment payment. The envelope of 
distinctive color and design can 
immediately processed by the mortgage 
payment cashier. The postmark on the 
envelope is at all times an official identi 
fication of the payment date in ease of 
late payments 


Is 
hecause 


need for an 


payment, 





be 


The 


mailing 


used method require d 
the pa 
the passbook on a 


previously 


ota sshook, receipting ot 


indow posting ma 
together with the 
eard. No 
tor tax 


in 


chine mortgage ac 
extra 
escrow 
did 


the additional es 


ledger balance 


was maintained 


eount 
because 
not 


the equipment provide 


sulliecient 


use 
Lor 
escrow 


remisters 
and payment ae 
cumulation. Ledger cards posted during 
the day were kept aside and turned over 
to the audit de partment tor proot ot the 


crow balance 


operation, distribution to control ae 


counts, and interest 
for the 


le de« - © 


pre-caleculation of 
following month. A refiling of 
ards was then required follow 
In spite of great 
ol 


most 


ing the day of audit. 
eitorts, an 
ecards 


opportune moments, caused unpleasant 


occasional misfiling ae 


eount oeecurred and, at in 


delays in posting the following month. 


This article will itself pri 
marily with the procedures from cashier 
payments to monthly trial 
The Cardatype unit is a com 
bination of intereonnected, in 
dependent machines. Electrical 
connect a card-reading unit, an electric 
typewriter, a key punch, arithmetic 


eoneern 


ing of the 
balanes 
several 


cables 


an 
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rete 








Mr. Milton Murland 
1623 Walnut St. 
Phila. 2, Pa. 





PENN FEDERAL SAVINGS & LOAN ASSOCIATION 
' 1623 WALNUT STREET 
PHILA. 3, PA. 


124566 | 


PAYMENTS ARE DUE NOT LATER THAN 
THE 10th OF EACH MONTH. 


$150.00 PAY 
THIS 


AMOUNT 





The return envelope used by mortgagor to remit each monthly payment. 


unit, and an auxiliary keyboard which 
ean, if desired, manually actuate the 
arithmetic unit. In the basic application, 
the reading unit will instruct the type- 
writer what to type and the arithmetic 
unit what to mulitply. It also will in- 
struct the key punch what to punch into 
new ecards, such as information coming 
from the card reading unit, from the 
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arithmetic unit or from the auxiliary 
keyboard. It is thus possible to insert 
one or several cards in the reading 
unit and receive a typewritten listing 
of desired information from the cards, 
required calculations from information 
which is in the card, and information 
which may be indexed in the auxiliary 
keyboard. For each line of typing, a 


71 








new 


inior 


punen unit. 
poarda Io! 


operations 


‘ red 


were 


To Start 


rat 
atv! 

cach 

; 


con 


‘. 


») 


o 


» 


. 


programmed 
the key- 
reading unit has plug 
the 


punehe ard with the 


nat lneed 
ma oauceda 


10n on 


necessary machine 
the specihe case cov- 
by thi three wiring boards 
required. 

conversion to the hew auto 
punched eard tor 
; ahlicl 


was blished, 


procedure, a 
mortgvare ace 
ning the tollow intormation : 
Mortgag‘ number. 


, ’ 
I'wo initials and first 


un 
no 
account 

] 
seven ie 


e mortgagor’s name. 


Type ot 
4. Monthly payment 


account 
amount, 
Monthly escrow requirement. 


mortgage 


Current escrow balance. 


xt month’s pre-calculated interest 


months loan 


mortgage 


paiance, 


4) 


10. Mc I thly interest caleul 
11. Collec 


12. Over and 


13 


ly 


terest rate 


lation Tactor. 


tien 
1 under payment amount. 
\ Q } 


exception 


pi il i special 


column tor aiphabet descrip 


Standard payments and 


10n 


ecards were fed to the reading 
’ 


trial balance listing prior to 





Kor the 
listine, Lhe 


unit was turned off becauss 


actual operation. purpose ot 
key punch 
no new eards 
The 
n eliminated 
by punching correct cards where neces 
sary, and relisting the corrected ecards. 
With the blessing of the audit depart 


ment, the 


the mortgage 


+] | 
he trial balance 


were required from this listing. 
] 


few ¢ al errors were the 


erik 


forward eards ol! 
were then 
ready tor the new automatic system. The 
actual operation (we 


balance 


loan 


new 


accounts 


will deseribe a 
I the procedure 
officially becomes effective next January 


ilot operation because 
1) begins with the cashiering of the pay- 


ment amount. The cashiering operation 
is simply a random listing of the 
amounts received account number, 
and the simultaneous preparation of the 
bank de posit Trom a copy ol this listing. 
The forwarded, to 
gether with the payment envelopes, to 
The cashier 
and Cardatype accounting operation are 
physically 


by 


eashier’s listing is 


the accounting department 


separated, being done on dit 
floors 

The basic 
department, 
paragrapl! S, 


enve lope S with 


lerent 
functions ot the 


the 


the 


accounting 
following 
payment 
the mortgage account bal 
automatically 


e mortgage account balance 


xplaine d in 


matching 


are 


forward ecards and 


ance 
proce ssing’ ti 
ecards. 


actual 
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The balance-forward card which automatically produces a new balance-forward card. 
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operation begins with the sorting of the 
payment envelopes by control number. 
Payment envelopes for each control 
are then used to hand-pull the balance- 
forward cards from the numeric 
punched card mortgage balance file. 
During the pulling of the mortgage 
balance file, all payments in variance 
with the fixed payment amount are kept 
aside and placed on the bottom of the 
balanee-forward cards. After all cards 
for one control have been pulled, they 
are matched with machine instruction 
ards. The first ecard will prove that all 
previous totals have been cleared out of 
the machine and will list the accounting 
control number. One card is inserted be- 
tween the balance-forward ecards with 
standard payments and those with vari- 
ance payments to stop the machine in 
its automatie function for the insertion 
of the variance payments amounts. The 
last card will induce typing the neces- 
sary control totals stored in the arith- 
metic unit. Having inserted the ecards 
in the reading unit, the operator presses 
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Cardatype installation at Penn Federal Savings & Loan Association, Philadelphia. 





one button and the machine starts off, 
producing the following typewritten 
record entirely automatically and with- 
out supervision : 

Account number. 

Account name. 

Monthly payment amount. 

Escrow payment amount. 

. New escrow balance. 

6. Current mortgage loan balance. 

7. This month’s interest charge. 

8. Mortgage loan credit amount. 

9. New mortgage loan balance. 

10. Collection status. 

11. Over and under payment amount 
(from previous payments). 

The typewriter stops when the vari- 
ance payments identification card is 
reached. No personnel are required up 
to this moment of the machine operation. 
After insertion of the balance-forward 
eards, the equipment’s performance was 
entirely automatic. Now the clerk must 
index, in the instruction keyboard, the 
variance payment amount for each bal- 
anee-forward ecard as it is being proe 


ol ODD 






essed. The new balances and calculations 
are then produced with the same auto- 
matic program as for standard pay- 
ments. The last instruction ecard pro- 
duces the following control totals: 

1. Total amount eashiered. 

2. Combined total of escrow and in- 
terest charges. 

3. Total old mortgage loan balances. 

4. Caleulated total of new mortgage 
loan balances. 

While this listing is heing prepared 
on the typewriter, the key punch simul 
taneously produces the reporting 
punched card. These cards contain the 
identical information of the typewritten 
listing, one card for each line. The key 
punch has an interpreting, printing 
punch which types on the top of the 
eard the exact alphabetic and numeric 
description punched therein, so that a 
card can be read as readily as the type- 
written listing. 

The newly produced ecards are then 
inserted into the reading unit and a dif- 
ferent wiring panel is inserted in the 
machine. Again, with the pressing of a 
button the operator starts the Carda- 
type and a second listing, identical with 


the first one, is prepared. During this 





Richard Neumaier 
(left), consultant, 


and Milton Murland, 

secretary, Penn Fed- 

eral Savings & Loan 

Association, Philadel- 
phia. 


listing, however, the calculation of next 
month’s interest charge is prepared, and 
the following control totals are accumu- 
lated: 

1. Total 
balances. 

2. Total new mortgage loan balances. 

In the second listing, the new mort- 
gage loan balances are now added. (In 
the first listing they were arrived at by 
calculation of the totals instead of in- 
dividual amounts.) This second listing 
proves the accuracy of the key punching, 
the accuracy of the interest and escrow 
payments, and the necessary control to- 
tals for posting to the control accounts. 
Up to this point we would have needed 
the manual indexing of only two or three 
variance payments out of approximately 
200 balance-forward cards. While this 
listing is being typed, the final new bal- 
ance-forward cards are produced on the 
key punch. The final cards contain the 
next month’s interest charges, which 
were not in the cards produced during 
the first listing. The cards produced dur- 
ing the first listing are maintained in a 
separate file for reference by the credit 
department, and are used at the end of 
the calendar year to prepare the mort- 


amount credited to escrow 
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Marie Conte pulling balance cards from 


gagor’s account statement. These state- 
ments will be prepared in a service bu- 
reau on an accounting machine. The old 
balance-forward cards are stored for 
future reference. The new balance-for- 
ward cards are accumulated and periodi- 
cally sorted into numeric sequence by 
control account number for next month’s 
use, 

Dunning by the credit department is 
performed through a listing of balance- 
forward cards for which no payment has 
been received by pre-determined dunning 
dates. This listing is similar to but 
much smaller than the trial balance list- 
ing. All balanee-forward cards for 
which no payments have been received 
at the end of the month are inserted into 
the Cardatype. Again, an automatic pro- 
cedure is followed. The non-payment is 
recorded in the collection-status eolumn, 
escrow amount and interest plus late 
charges are charged to principal, and the 
interest is pre-calculated for the next 
month’s payment. A copy of this re- 
port goes to the credit department, and 
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Inserting the balance cards in the Cardatype. 


Indexing the exception payments which aver- 

age 1% of the volume. This is the only manual 

operaton in this automatic bookkeeping sys- 
tem. 


75 





/o 
2 
? 


3333 09/20/6 
3333 09/20/6 


3333) 09/ 
Total New Principal 


o 0 
6,289.18) 3333 09/20/6 
4,696.03) 3333) 09/20/6 
6,604, 20) 3333) 09/20/6 


4,180, 1 
6,010,171 
4 438 


14,13 
20.18 
14,98 
ZVet> 
15,83 

7 


Total Old Principal 


4,240.08 
4 493.48 
6,345.08 
4,748.75 
6,652.58 


Old Prin 
Balancs 


90,00 


80,00 
78.75 
82.50 


Total Paid 


o 
Oo 


1 


Escro Old Es-Ff 
Payment v Bal 
CERMACK 

DELLMYER 

FLEMING 

LEONARD 

MC FADDEN 12.75| 89.25 

Total Intr. & Escrow 


J. 
M, 
P. 
G. 


e. 
BF. 
5] T. 
Ws Ee. 
7 


5 
21683) 1 
21701 
21759 


21665 


The automatically typed listing of the balance 
forward operation which is performed without 
attending personnel. 


76 


the new balance-forward cards on past 
due accounts are reproduced simultane- 
ously but on punched cards of a different 
color from the color of the paid-up cards 
in use for the following month. The 
color change is a warning to the clerk 
when pulling the balance-forward cards. 

Naturally there are exceptions, such 
as pay-off prior to the final mortgage 
date, foreclosures, refinancing,ete. These 
exceptions are so infrequent in relation 
to the volume of payments handled that 
they do not represent any major prob 
lem. It is still possible to manually 
calculate and key punch any balance 
forward cards needed. 

The audit department receives daily 
a copy of the typewritten listing of pay- 
ments. This listing is proved against the 
payment envelopes which show account 
number, account name and payment 
amount. Naturally, this must check with 
the daily bank deposit total. The ac- 
count number, and the two initials and 
seven letters of the name, should stop 
any misapplication of payments on bal 
ance-forward cards. A similar method 
of initials and six letters is used by the 
Social Security Board for the allocation 
of payments to 115 million accounts, and 
has proved satisfactory. 

Ninety payments can 
completely in 
trom 


be processed 
one hour and, judging 
the staggered distribution of the 
receipts of payments, it will be possible 
to service up to 9,500 mortgages with 
one Cardatype unit. The trial balance 
listing produces 312 accounts per hour. 
The entire machine operation, including 
pulling of balance-forward cards, was 
performed by one employee who had five 
days’ training in key punching and 
three day’s training in the Cardatype 
and sorting operation. No wiring or 
other machine operations were taught. 
Naturally, two employees were trained 
to perform the 
order to 


personnel. 


functions in 
have an interchangeability of 

The entire including 
rental, tax and personnel is less than 
$11,000 a year for a service which ean 
handle up to 6,000 mortgage accounts. 


necessary 


cost, 
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This represents a considerable saving 
over the present methods, and, due to 
its entirely automatic approach, does not 
require any highly trained personrel be- 
cause no complicated bookkeeping ma- 
chines or skill in ealeulating interest is 
required. A further advantage of this 
automatic procedure is the reduction of 
possible errors in the old-balance pick- 
up of the mortgage loan amounts and 
escrow balances. No mistakes can be 
made on standard payment amounts ex- 
cept through machine failure, which 
woluld readily prove itself. The installa- 
tion itself, being at this moment only 
a pilot operation until January 1, is too 
new to evaluate its entire impact on the 
organization. However, all indications 
are that for the first time a completely 
automatic bookkeeping system has been 
installed, which promises the following 


advantages : 

1. Personnel require little training. 

2. Balance pick-up errors eliminated. 

3. All errors on standard payments 
eliminated. 

4. Dunning operation improved. 

5. Trial-balance preparation time re 
duced. 

6. All 
vided. 

7. Mortgage accounting expenses re- 
duced 43%. 

The secretary of Penn Federal Sav- 
ings & Loan Association of Philadel- 
phia, Milton Murland said, “Naturally 
we expected an improved system, but 
we did not imagine that we could be 
partners with our consultant, Richard 
Neumaier, in creating the first com- 
pletely automatic bookkeeping system in 
the savings and loan industry.” 


necessary control totals pro- 





Annual Convention in Philadelphia Will 


Celebrate 125th Year of Savings & Loan 


EARLY 4,000 EXECUTIVES of the 
$40-billion savings and loan business 
will convene in Philadelphia, No- 
vember 12-16 to attend the 64th Annual 
Convention of the United States Savings 
& Loan League. According to Walter 
H{. Dreier, the league’s president, Phila- 


delphia was chosen as a convention site 
because it was here that the first savings 
association opened its doors 125 years 
League membership, composed of 
nearly 4,300 savings associations, repre- 
sents over 90% of the nation’s total sav 
ings and loan assets. 


ago. 


(Continued on page 234) 


WALTER H. DREIER 
USSLL President 
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Reporting Wages Which Are 
Excluded from Gross Income 


JOSEPH P. MURTHA 


Systems and Procedures, Great Lakes Carbon Corp., New York 


QO ESTABLISH a uniform system 

for reporting employee sickness and 

personal injury absences for which a 
wage payment is made, and to provide 
each employee with payroll data on 
wages received for each period of ab- 
sence, the Sickness and Personal Injury 
Report 1orm (see opposite page) was 
de signed. 

Section 105(d) of the Internal Reve- 
nue Code of 1954 states that, under cer- 
tain circumstances, wages or payments 
in lieu of wages for each period that an 
employee is absent from work on ac- 
count of sickness or personal injury 
shall be excluded from gross income; 
but this amount shall not exceed $100 
per week. 

An amendment to the Internal Reve- 
nue Code of 1954, effective January a. 
1956, requires employers to record: 

a. the beginning and ending dates of 
each period of absence from work on 
iccount of sickness or injury for which 
a wage payment is made, 

b. the weekly rate of each such pay- 
ment, 

ce. the total payment 
period of absence. 

The supervisor is responsible for 
maintaining a record of the beginning 
and ending dates of each absence period 
of personnel under his supervision. The 
supervisor also determines whether or 
not the type of absence requires prepara- 
tion of this form. 

The form is used whenever (a) the 


for each such 


employee has been absent due to illness 
for a period of more than seven con- 
secutive calendar days; (b) the employee 
is, for any period of time, hospitalized 
as a bed patient at least one full day 
during any period of illness; (c) the 
employee is absent due to personal in 
jury for any period of time. The form 
is not prepared for any other reason, 
such as when the employee goes home 
sick for half a day, or remains away 
from work due to illness for a period 
of a day or two without hospitalization. 

When filled out, both copies of the 
completed report are sent to the appro- 
priate payroll unit. Immediately upon 
receipt of the form, the payroll unit 
inserts the required data in the spaces 
provided. Government regulations pre- 
seribe the following method to be used 
in determining rates for employees 
other than hourly workers: 

1. Multiply employee’s monthly salary 
by 12 to determine annual compensation. 

2. Divide annual compensation by 52 
to obtain a weekly rate, or divide by 260 
to obtain a daily rate. 

3. Divide annual compensation by 
2080 to obtain an hourly rate. 

The duplicated copy of the completed 
form goes to the employee. This form 
and procedure has proved highly effici- 
ent. By keeping employees currently in- 
formed of the wages paid them for these 
absence periods, their numerous year- 
end inquiries to the payroll units have 
been eliminated. 
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GREAT LAKES CARBON CORPORATION 
SICKNESS AND PERSONAL INJURY ABSENCE REPORT 


DEPARTMENT | LOCATION 


YEE'S NAME AND AOORESS (NO, AND STREET, CITY OR TOWN, ZONE, STATED 











>R 


— DATE INJURED ABSENT FROM __ — INCLUSIVE 





WHAT WAS NATURE OF SICKNESS OR INJURY! (DESCRIBE BRIEFLY) 


RESS OF ATTENDING PHYSICIAN 
OURING ASSENCH . DATES HOSPITALIZED 


 —— ] SUPERVISOR'S SIGNATURE 
| 


| 
~ NOTE TO EMPLOYEES 


> comply with an amendment to the Intemal Revenue Code of 1954, effective Jan- 
td: (a) the beginning jing date { each period of absence from 


ng and end °] 
a wage payment was made, (b) the weekly rate of each such payment, (c) the total 


de of 1954 states that, under certain circumstances, wages or payments received in 
absent from work on a ant of sickness or personal injury shall be excluded from 


are excludable from gross income, pertinent provisions of the 
slendar days sence to illness cannot be ex- 

juring each period 1ess, (2) Wages received 

nce whether or n 4 » hospitalized, (3) The 

ick S OF personal injury may not exceed the gross 

usions for tions of a week are determined by dividing the gross 
days in the week. The excluded amount may not exceed the actual 


rate. $ 3 (days absent) = $54 which is the excludable amount 


“THIS SECTION FOR PAYROLL DEPT. USE ONLY 


NOTE: INSERT REQUIRED DATA AND RETURN OUPLICATE COPY TO EMPLOYEE 


EMPLOYEE'S RATE OF PAY HOURLY $ OAILYS WEEKLY S$ 


GROSS EARNINGS PAID IN ABSENCE PERIOD 


EXCLUDABLE| WORK DAYS 


WORK OAYS PAY PERIOD 
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Form used to report wage payments made to employees during absences due to their sick- 
ness or personal injury. 
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UITE OFTEN a requirement exists 

for punching a large volume of 

punched ecards within a fairly short 
period of time. Such was our situation, 
for example, when we converted our 
mortgage loan handling to a punched 
eard system and again when we put our 
ordinary premium billing and aceount- 
ing operations on tabulating equipment. 
Various routine punching operations re- 
quired deriving information from multi- 
ple sources, in connection, for instance, 
with ageney compensation. procedures. 

When such situations arise, the re- 
quired data for key punching may be 
in proper sequence and form on some 
manual record from which it can be 
punched directly into the appropriate 
eard. It may be in proper form but not 
in proper sequence, in which ease it may 
be punched into a stock eard in the orig- 
inal and then reproduced in 
corrected designated 
eard. 

On the other hand, the required data 
may have to be obtained from multiple 
may be in such form as to 
require coding or calculations of some 
kind before punching. For jobs involv- 
ing this sort of problem, we have de- 
veloped a series of source documents or 
key punch worksheets. These forms are 
designed to permit easy manual fill-in 
and provide clearly identified fields and 
eard columns. They are highly legible 
and are printed on stock that will facili- 
tate handling. In other words, they have 
been so designed as to enable the punch 
operator to work at maximum speed. 

Our source documents include not only 
eard column numbers and field headings, 
but also codes where they may be re- 
quired for reference in completing the 
source document. They make provision 
for indicating the nature of the trans- 
action involved and have space for the 
initials of the clerks and operators who 
handle the preparation, checking, punch- 
ing and verifying. Information that is 
constant is printed in; provision is made 
for indicating “X” punches in fields also 
containing a digit; and each column 
position is shown in fields into which 


sequence 


sequence in the 


sourees or 


80 


Speed Up 
Card 
Punching 


ARTHUR W. CLARK 


Director of Planning, 
Home Security Life Insurance Co., 
Durham, N. C. 


will be punched alphabetical informa- 
tion with variable numbers of charac- 
ters. Each source document generally 
carries the necessary data for key 
punching all affected cards. Use of these 
forms has helped speed up the related 
punching operations and reduced errors. 
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Home Scurry Lira Insumance COMPANY 


A Source Document form, this one for payroll, used for data to be punched into tabulating 
cards. Use of such a form speeds the punching operation and reduces errors at Home Security 
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Musical Suggestion Box 
Attracts Attention 


W. S. WAGGONER 


ye 


x * ” 


eee 


A photoelectric cell is mounted on the side of 

the suggestion box, opposite a light source 

on the other corridor wall, Persons passing 

the box break the light beam and activate 
the music box. 


HE SUGGESTION BOX ealls to 

passing employees at the headquart- 

ers office of the U. S. Bureau of Rec- 
lamation in Sacramento, Calif. The box 
is located in the main hallway and, each 
time an employee passes it.on the way 
to and trom lunch, a couple of musical 
notes sound to attract the employee’s at- 
tention. At the same time, a lighted 
arrow flashes the words, “New Winner,” 
over a picture of the latest suggestion 
award winner and other publicity on 
the bulletin board. If the passing em- 
ployee stops to examine the display, 
he hears two entire tunes played. 

This attention-getter was built by two 
of the office’s employees on their own 
time and presented to the suggestions 
committee. A Swiss two-tone music box, 
operated by a small motor, is mounted 
inside the suggestion box. A _ photo- 
electric eell, on the outside ot the box, 
activates the motor when a light beam is 
broken by people passing by. 





The motor and music box mounted inside the 
suggestion box. 
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in all business figuring... 


THIS 
TEAM 
LEAVES 
TIME 
BEHIND 


* 900070000 


: 


peg board accounting with 
the new Series C 
BURROUGHS Calculator 


eeseeasaee 
seeteaeve 





With this far advanced Burroughs two- 
total Calculator, peg board accounting 
is made easier, faster than ever, The 
Calculator speedily cross-adds all items 
from the original forms for line totals— 
simultaneously accumulates a grand 
total of all line totals. You get final re- 
sults—a consolidation of all forms from a 
single handling. For a free demonstra- 
tion call our nearest branch. Burroughs 
Corporation, Detroit 32, Michigan. 


*K Peg Boards and Summary Strips Sold by Charles R. Hadley Div., The Todd Co., Inc., Subsidiary of Burroughs Corporation 


For More Information Circle No. 194 
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24,000 SHEETS PER HOUR 
COUNTED! - STAPLED! - STACKED! 


9 - Station-Model 90 
(Available 6 and 12 station) 


AUTOMATIC SIMPLE TO OPERATE PRODUCTIVE 
Sheets are collated, jog- Absolutely true. No criti- Operates at a fixed rate 
ged, stapled and stacked cal adjustments. Set-up of 25,920 sheets per hr. 
automatically. time a matter of seconds. (12 bin Model) 10 times 

as fast as hand, 4 times 
as fast as mechanical or 
electric collator. 


fey 
. i: 
— 
a 
olf 
* ae | 


Manvfacturers also of Electric Collators for every collating requirement. 
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COLLATED! - JOGGED! 
AUTOMATICALLY!! 


10 TIMES FASTER THAN HAND 
COLLATING 


4 TIMES FASTER THAN MECHANICAL 
OR ELECTRICAL COLLATORS 


For years, the collating industry has 
been aware of the tremendous pent-up 
demand for a collator with the follow- 
ing 4 requirements: iow 


AUTOMATIC . . . PRODUCTIVE . . . 
SIMPLE TO OPERATE . . . INEXPENSIVE 


To date, this demand has gone unsat- 
isfied. Collating equipment available has 
been either too expensive, too tempera- 
mental, too limited, or too complicated 
to operate. 


At last, COLLAMATIC is proud to an- 
nounce that all these ‘never-before-com- 
bined’ features are availiable in one col- 
lator—THE ALL NEW—FEATURE-LOADED 
—GOLDEN AUTOMATIC! 


INEXPENSIVE 
Several thousands of dol- COLLAMATIC CORPORATION 


lars less than other auto- 107-11 State Highway 23 
matic collators. Only 2 Wayne, New Jersey 


hours a day of hand col- THE GOLDEN AUTOMATIC 
lating will justify its use. 


Please forward descriptive literature. 


Please advise where | may see the 
new GOLDEN AUTOMATIC in oper- 
ation. 


Name . 
Firm 
Street . 
City: ... 
For More Information Circle No. 365 
Tue Orrice—November, 1956 





Wide Choice 
of Tops 


More Time for Management 


NEVER befo 


re in the history of Amer- 


ican business has the handling of de- 


tail been so 


important. Shaw-Walker 


“time-engineering” has perfected fea- 


tures that 
handling of 


make the organizing and 
office work easier. These 


features, exclusive with Shaw-Wal- 
ker, give management more time. 


“Built Like, 
Skyscraper 


GHAW-WALKER 


Largest Exclusive Makers of Office Equipment 
Muskegon 9, Mich. Representatives Everywhere 

















This stylized Work-Organizer Desk is 
the closest approach to desk auto- 
mation yet created. “Time-En- 
gineered” 22 ways to make each ‘ 
day’s work easier and more pro- 
ductive. 86 models for every need. 


Drawer Interiors Are Planned to make 
every move easier, faster. Drawers 
provide specific places for all work 
and working tools—keep top clear 
of everything but job at hand - 
guaranteed to eliminate clutter. 


Modern As Tomorrow—Years ahead in 
beauty and comfort. Stylized base, 
recessed back. There’s a _ wide 
choice of top styles, top materials, 
drawer arrangements and color. 
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A Westinghouse secretary, Lillian Raspolic, in the first room with walls and ceiling of electro- 
luminescent light. 


Electroluminescent Light 


LECTROLUMINESCENCE _(elec- 

tronic light) was recently introduced 

by Westinghouse Electrie Corp. Pan- 
els no thicker than window glass, lining 
the ceiling and three walls, gave off light 
of approximately 50 footcandles. The 
112 glass panels, each one foot square 
in size and giving off a soft green light, 
were used to illuminate the room with 
shadowless light. Walls and ceiling of 
the room were not lighted, but were light, 
creating an atmosphere of light without 
light fixtures. 

First discovered in 1936 by Georges 
Destriau, French scientist and Westing- 
house lamp division consultant, electro- 
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luminescence is the giving off of light 
by phosphors coated on a glass panel 
that is treated to conduct electricity. 
When electricity is applied, the panel 
lights up. 

Beeause the efficiency of electrolumin- 
escence is not yet up to present-day light 
sources, widespread use is not yet eco- 
nomically feasible. If progress continues 
at the rate it has during the past two 
years, practical everyday electrolumin- 
escence should not be very far off. What 
makes electroluminescence promising as 
a light source is the high upper limit 
of efficiency that could be reached: four 
times as high as that of today’s fluores- 





cent lamp, and more than twice that of 
the best fluorescent lamps of tomorrow, 
according to Edward G. F. Arnott, 
Westinghouse lamp division research di 
rector. 

Electroluminescent cells were exhibit 
ed in white, blue, green, orange and red. 
One cell was made to change through 
all four colors by varying the character 
of electricity applied. This principle 
would permit changing the lighting of 
a room to any shade of white by turn 
ing a knob. Psychologically, this would 
have its advantages: hot days might 
appear cooler by using a bluish white, 
ilrab and dreary days might be “warmed” 
by changing the light to a reddish white. 

Freeing light from the 
point or line sources such as ineandes- 
cent or fluorescent lamps, electrolumin- 


eonfines ot 


Metal strip for 
connection fo 
front electrode 


Glass plate 





escence promises new concepts of light 
ing. Light in the future may be part of 
the construction of walls, ceilings, and 
floors. 
lumineseence is_ not 


electro 
restricted to flat 
planes, ight may go into the construc 
tion otf balustrades and other 
architectural designs. 

Mr. Arnott said, “Imagine a 
that is as cheerful and bright as a 
summer landscape, without consciously 


possibly even Because 


domes, 


room 


being so; that is, with no apparent, con 
centrated source of light. Visualize an 
office completely conditioned to the psy 
well-being of 
with light conditioning provided by an 
even emitted by the walls and 
The opportunities are endless, 
demanding only imagination and con 
tinuing progress.” : 


chological its employees, 


2 low 
ceilings. 


Phosphor-plastic layer 


Aluminum overlayer 
(back electrode) 


Metal strip 
for connection 
to back electrode 


Drawing shows construction details of electroluminescent panels. A thin glass plate is coated 

with a transparent, electrically conductive film. Over this there is a layer of phosphor-embedded 

plastic and, topping it, an aluminum overlay. Phosphor lights up when current is applied to 
the two conducting layers. 
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urance Department 


ster, Mass 


when it 
must have 
“runability” 
...1t should 
be on 


Atlantic 


EASTERN 


Ee 





EXCELLENCE IN 
FINE PAPERS 


Atlantic Papers Ea 


When you need long- 
run performance—and a 
quality job—your best bet 
is to put it on ATLANTIC 
BOND. Here’s why: 

ATLANTIC BOND, the genu- 
inely watermarked, +1 Sulphite 
Bond, which is first in its field 
for sales, is first in “runability”! 
ATLANTIC BOND'S “just-right” 
bulk and stiffness mean smoother run- 
ning always. And ATLANTIC BOND 
is moisture-controlled for dimensional 
stability...assuring more accurate reg- 
ister on every run—no wasted time and 

effort on re-runs. 
ATLANTIC BOND is first in: per- 
formance, too. It’s a better-formed, 
better-looking paper—impressions 
“take” better...look sharper, 
clearer. Next time—and every 
time — you want the job 
done right, run it on 
ATLANTIC 
BOND! 


ATLANTIC DUPLICATOR 


ATLANTIC MIMEO 
ATLANTIC OFFSET 
MANIFEST BOND 


For More Information Circle No. 271 
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LET TERE 
vey J A 


TELL ME, MISS JONES, WHEN EVERYTIME I WAS 3 
DID YOU FIRST FEEL DEPRESSED ASKED TO TYPE LETTERS 


ABOUT YouR JoB? WITH CARBON 




















THATS SIMPLE —~HAVE YOUR 
BOSS ORDER LEITEREX 
TODAY / 


NO LONGER DO 
\ HAVE CARBON PAPER 
NERVES. WITH LE&TEREX 
YOU CAN DO MORE WORK 
IN LESS TIME, AND tTS 
30 EASY TO USE... 
NOW I LOVE MY JOB 

AND I LOVE 

LETTEREX 100! 











| 





Cle SNAP APART 





LETTEREN 


carbon paper sets (a set is one 
second sheet lightly gummed 
to a piece of disposable carbon) 
are available in all colors. 
Write or wire for samples and 
details to LETTEREX, 

1640 Connecticut Avenue, 
Washington 9, D.C. 


For More !nformation Circle No. 169 
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An Index Form for 


File Registration 


STANLEY H. MANSBRIDGE 


Organization and Methods Officer, Civil Service Commission, Ottawa, Canada 


OR THE VERY SMALL OFFICE 

it is usually enough if files are 

opened entirely on an alphabetic 
basis, without any numbering at all. 

In larger offices, and particularly when 
the range of subjects can be comprelien- 
sively and clearly defined, there may 
be a ease for a fully classified 
filing system where the numbers 
themselves are meaningful. Examples of 
such systems are the Dewey Decimal 
and the Library of Congress systems. 
Iixtensive filing systems built on name 
files are preferably alphabetic and the 
Soundex system offers important ad- 
vantages in this eategory. 

Between these limits, however, the 
majority of offices require a filing system 
which will have the following features: 

1. Be easy to understand and simple 

to work. 

Have considerable flexibility. 
Contain a simple method of record- 
ing the movements of files. 

Be indexed so as to insure that all 
files that are related to one another 
are clearly identified. 
Possess the means of insuring that, 
to facilitate research on a particular 
subject, all files that have 
opened on such a subject can be 
readily determined. 

Be based on a numbering system 
for convenience of filing, searching 
and correspondence references. 
Contain a comprehensive  cross- 
reference index which will insure 
identification of the required files 
when the number and title are not 
known and only one or two clues 


rood 


been 
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exist as to the file title. 

8. Be inexpensive to operate in both 

clerical costs and equipment. 

It is obvious that a system containing 
all the above features would be a system 
approaching perfection but, as with any 
system, it will only be as good as the 
staff that operates it. The system which 
below been proven in 


is deseribed has 


A set of four file index forms. 








RELATED FILE 
NUMBERS 


105 


201 


FILE NUMBER 
342 


SUBHEADINGS 





Recruitment 
Staff 
Accounts 














FILE SUBJECT TITLE 


Recruitment of Staff for Accounts Work 








Fig. |. Four index forms, like the one above, would be used for this subject. 


practice to contain the desirable quali 
fications enumerated above but effective 
results will be obtained only by capable 
clerical staff. 

The two important essentials in the 
system are: 

1. That concise, meaningful file titles 
are chosen when new files are 
opened and that up to three key 
words are adequate for cross 
reference purposes. 

2. That all users of the files accept 
responsibility for filing only en- 
closures that are truly related to 
the file title. 

To illustrate the system adequately a 
file title has been chosen, namely the 
“Recruitment of Staff for Accounting.” 
Once the adequacy of the title has been 
agreed upon and reference to the cross 
reference index has demonstrated that 
no suitable file has already been opened 
covering this subject, a set of four index 
forms is prepared in one typing. Where 
the volume of work justifies it, it is de- 
sirable that the index forms be made in 
carbon-interleaved sets. The index forms 
(Fig. 1) have been completed for the 
new file. The following special points 
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apply: 

1. The file number, 342, is the next 
number in a direct numerical se 
quence beginning with No. 1. 

2. The numbers of related files would 
be obtained from the eross reference 
index. For example, No. 105, 
might be “Recruitment for Clerical 
Staff’, and No. 201 might be “The 
Organization of the Accounting 
Section”. 

3. The sub-headings are the key words 
of the new file title which are 
required for the cross reference 
index. 

All four index forms are identical on 

the face side. One index form only, 
usually the top copy of the set, has 
printed on the reverse side, the columns 
in which the file movements will be 
noted ( Fig. r AM 

Once the typing has been completed, 

the three carbon copies are separated for 
the cross reference index. Each one 
would be given a check mark against one 
particular key word, viz. the sub-head- 
ings. The index forms are then filed in 
their correct alphabetic sequence so that 
all index forms referring, for example, 
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The only All-Electric Copy Maker 











PRODUCT OF | 


RESEARCH | 





Exclusive! Dry process 
machine eliminates 
chemicals and negatives. 

mg = 
4.second speed! One-step simplicity! Direct copy 
ease! No other copying machine offers you all these 
exclusive advantages. The All-Electric THERMO- 
FAX “‘Secretary’’ Copying Machine gives you perfect 
copies of business data and material when you need it. 
Copies cost less than 5¢ each. Send for complete 
details today. 


g Thermo-Fax 


COPYING PRODUCTS 





at 22. 
a NG The terms THERMO-FAX and SECRETARY are trade- 
£ y marks of Minnesota Mining & Mfg. Co., St. Paul 6, 
Ay ~” «6Minn. General Export: 99 Park Avenue, New York 
*eaxet® = 16,N. Y. In Canada: P. O. Box 757, London, Ontario. 





a 
Minnesota Mining & Manufacturing Company 

Dept. ES-116, St. Paul 6, Minnesota 

Send complete details on the time-saving, money-saving THERMO-FAX 
“Secretary” Copying Machine. 

Name. 

Company-_ 

Address__. 


a 


For More Information Circle No. 180 


Tue Orrice—November, 1956 





peer 


Fig. 2. File's movements would be noted on the reverse of the original index form. 


to “Reeruitment” would be in one posi 
tion in the index, and, similarly, all 
index forms concerned with “Staff” 
would be grouped together. Thus it 
would be a simple matter to identify the 
numbers of all files connected with one 
subject, such as “Recruitment” or 
“Staff”, when it was necessary to con- 
duct research or carry out a review of a 
subject. 

The remaining index form, the origi 
nal copy, would be filed numerically by 
file number and would form the control 
document. The file movements, to and 
from the files, would be recorded on the 
reverse side of this index form, as pro 
vided for in Fig. 2. 

The equipment used for the storage 
of index forms may be either four-post 
binders or ordinary ecard index cabinets. 
Either equipment is satisfactory. If card 
cabinets are preferred, it is necessary to 
use a fairly robust paper stock for the 
index forms, which would 
strong enough to stand up in the ecard 
trays while still permitting the typing 
of three carbon copies. 

If the four-post binders are used, a 
bond paper is adequate provided it has a 


need to be 
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good rag content which will stand 
up to heavy use and be resistant to the 
strain from the binder posts. 

The four-post binder is particularly 
suitable for the alphabetic, cross refer 
index. Insertions throughout a 
binder are easily made as the index 
forms can be divided, each batch on two 
while new index forms are inserted 
in the binder. 

The explanation of the 
index forms system of file registration 
meets the requirements listed at the be- 


ence 


posts, 


foregoing 


ginning of this paper: inexpensive sim- 
plicity, with scope for unlimited expan 
sion of the file and without any restric 
tion of the subject range; file movement 
control based on a straightforward nu- 
merical sequence of file numbers; exten 
sive cross referencing with the assurance 
that information about files covering all 
aspects of a subject are grouped to 
gether. 

All these facilities are inherent in the 
system and, provided the staff is con 
scientious and accurate, this method of 
file registration can meet the require 
ments of an office adequately and with 
minimum expenditure. 
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*Independent surveys comparing shelf and drawer filing show approximately 
50% savings in personnel TIME. No time wasted opening, closing drawers. 
Doors give shelf work surface. *Floor SPACE savings amount to 42-50% due to 
greater capacity, 30-inch aisles. *When you save time and space, you save 
MONEY. Doors protect against dust, dirt and fire. Welded Spacefinders can be 
moved with contents intact. Write for illustrated Spacefirider literature today. 
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For More 
Information 
Circle No. 420 


"ares 











50 MILLION 
MAILINGS 


and STILL GOING STRONG! 





INSERTING 
& MAILING 
MACHINE 


Over 50 million mailings, virtually no wear! 
That’s what a user reports after 8 years for the 
machines that gather up to 8 enclosures, stuff them into envelopes, 
moisten and seal flaps, meter postage or print indicia, count 
and stack. Operating at a production speed of 3,500 to 4,500 
pieces per hour, with minimum maintenance, they will produce 
200-250 million mailings in 25 years without overhaul! 

And mechanized mailing saves 80% 
of old fashioned hand method costs! 


Write for this descriptive catalog 


INSERTING AND MAILING MACHINE CO. 


PHILLIPSBURG, NEW JERSEY 


——$—$—$—$—$—<——— 
GaTweRs ENCLOSURES INSERTS INTO ENVELOPE SEALS ENVELOPE PRINTS POS) AGE INDICIA COUNTS & STACKS 
z ———— 











INSERTING AND MAILING MACHINE CO., Phillipsburg, New Jersey 
[) Send descriptive catalog. [-] Arrange a demonstration. 


Name 

Firm 

Address 

ee Se eee Zone State 
For More Information Circle No. 210 
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How To Improve 
Your Writing Style 


DAVID C. GREENWOOD 
Member of the Faculty, University of California, Los Angeles 


TYLE is a much-abused word. Some- 

times it refers to the general tone 

of a piece of writing, sometimes to 
the level (colloquial, standard, or for- 
mal) and sometimes to the techniques 
by which the tone or level are achieved. 
But, ultimately, style is a personal thing. 
It is the expression of personality in 
print. The question, “How can I im- 
prove my style?” is a difficult one to 


answer. Here is one attempt: 


‘ good style is to be obtained, not by 
collecting flashy and pretentious words and 
phrases, but by thinking thoughts that are 
worthy of the expression and having at your 
ommand such an exact knowledge of the 
language that you can think your thought 
perfectly and completely — not vaguely, 
dimly, and in rough outline only. Your 
with language is to acquire it so 
thoroughly that you can express yourself 
with absolute perfection. When you have 
done that you have acquired all the style 
ef which you are capable. If your nature is 
iry and unproductive, your style will be 
dry and unattractive; but there will be no 
help for you except through the quickening 
ind enrichment of your personality.? 


concern 


The quickening and enrichment of 
personality is a lifetime job, but the 
techniques of expression are things we 
can start with. Let’s look at several style 
faults that stand in the way of good 
communication. These are by no means 
all the style faults. 


LACK OF VARIETY. The average 
sentence length should run about 18 or 
20 words, but this is only an average. 
For the most interesting reading, sen- 
tences should vary in length. Short sen- 
tences should be sandwiched between 


longer ones. 


1Cecil B Williams, 
Writing, N. Y., 1947. 


Effective Business 
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Sentences 


too. 


should vary in structure, 
Here is an example of a scientific 
report whose chief fault is lack of var 
ied sentence structure. Notice how each 
sentence follows the same pattern: sub 
ject first, then verb, then (when it ap 
pears at all) object: 

Three alloys were prepared containing 3, 
4, and 5 per cent of tungsten, respectively. 
Tensile strength tests were run on these 
samples using standard methods previously 
described. The tests showed that the tung- 
sten added increased the strength. The in- 
crease in strength was proportional to the 
amount added. 


Three other alloys were prepared con- 
taining 3, 4, and 5 per cent of manganese, 
respectively. Tests of tensile strength were 
run on these. The alloy containing 3 per 
cent manganese showed 10 per cent increase 
in strength. The alloy containing 4 per cent 
of the manganese showed 20 per cent in- 
crease in strength. The alloy containing 5 
per cent manganese was less strong than 
that containing no manganese and its 
hardening had decreased, too. 


The above similarity of sentence 
structure produces a monotonous and 
almost childish effect. The writer has no 
ear for sentence rhythm, no feeling for 
transitions, and no appreciation of the 
importance of variety. Rewritten for 
variety, it might appear like this: 

We prepared alloys containing 3, 4, and 
5 per cent of tungsten. Using tests previ- 
ously described, we ran tensile strength tests 
on these samples with this result: the tung- 
sten increased the strength in proportion 
to the amount added. 


A second tensil strength test was run on 
three other alloys containing 3, 4, and 5 per 
‘ent of manganese. In this test the alloy 
containing 3 per cent of manganese showed 
a 10 per cent strength increase, and the 
one containing 4 per cent showed a 20 per 
cent increase. However, the 5 per cent alloy 
not only preved less strong than that con- 
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taining no manganese at all but also showed 
decreased hardening 


Variety here has been achieved by 
varying both sentence length and struc- 
ture. Some of the sentences now begin 
with participial and __ prepositional 
phrases (“Using tests previously de- 
seribed. . . .” “In this test. ”) and 
one with the linking word “however.” 
These are only a few devices. 

There are a dozen ways of expressing 
any idea. Which is best will be deter- 
mined by the exact meaning you wish to 
convey and by the way the particular 
sentence fits in with those that surround 
it. Here, for example, are a few differ- 
ent ways of writing the idea: “Clear, 
interesting writing contains all sorts of 
variety.” 

PERSONAL: Variety will give your 
writing clarity and interest. 
CONDITIONAL: If you use variety, 
you will write more clearly and inter- 
estingly. 

SPECIFIC: Variety in words, sen- 
tenees, tone, and structure is a key to 
interesting writing. 

NEGATIVE: Writing that has no va- 
riety lacks sparkle and interest. 
COMPARISON: Writing that has va- 
riety interests the reader; writing that 
lacks it is dull. 

PREPOSITIONAL BEGINNING: 
Without variety, writing is dull. 
PARTICIPIAL BEGINNING: 
ing variety, writing is dull. 
IMPERATIVE: Put variety in what 
you write in order to interest your 
reader. 


Lack 


TEMPORAL: When you put variety in 


your writing hold reader’s 


interest. ; 

ANEMIC VERBS. Skilled writers 
have known for a long time that the 
strength of a language lies in its action 
words or verbs. Strongly flavored, active 


you your 
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verbs give bounce and hold the reader’s 
attention. Sentences whose verbs are all 
in the passive voice, or whose verbs are 
overwhelmed by nouns, 
are sodden and impossibly lifeless. 

The passive has its 
special uses. It can, for example, add 
variety to a paragraph. It serves the 
purpose of emphasizing the agent rather 
than the action—sometimes a desirable 
thing. But the passive is generally weak 
and ineffective, and whole paragraphs 
consisting of nothing but the passive 
are intolerable! 

Passive: When an application of wax 
is made to this surface a brilliance is 
imparted to it. 

Active: Waxing this surface brightens 
it. 

The moral is not to avoid the passive 
but to use it sparingly and with knowl-| 
edge aforethought. Even in procedural 
writing, notorious for its use of the 
passive, the modern trend is to shift 
into the active voice. 

Smothered Verbs. Verbs ean be 
smothered by an exeess of nouns and 
adjectives. Too many nouns produce 
the lumpy, granity common in 
administrative writing; too many ad 
jectives results in a form of overwrit 
ing that the erities have dubbed “purpl 
prose. 


ad ject ives and 


Passive Voice. 


feel so 


The man who has something to tell ha 
ittle need, little time, for them (adjectives) 
he snaps out his tale in words of action 
The thought that pants for deliverance 
bursts out in verb A very little study will 
show that the great tory-tellers 
and thinkers have written in 
action-words, not The 
artist in language uspects an approaching 
adjective as he would a rogue at the door 


world’s 
generally 
quality-words, 


The main trouble with much business 
writing is that it consists of nothing but 
nouns and adjectives glued together with 
such weak verb 
and were. Here are some examples. The 
right hand column gives a translation 
using stronger The verbs are 


forms as is, was, are, 


verbs. 


2 William B. Hale 
N. Y., 1919 


“The Story of a Style,’ 
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Announcing: 


NEW STRENGTH AND BRIGHTNESS 


FOR HAMMERMILL LEDGER 


[he new Hammermill Ledger works two ways to simplify your bookkeeping. First, 
it’s tougher—keeps records neat even with rough handling. Second, it’s brighter 
for easier-to-read entrics. 


(And now Hammermill Ledger contains Neutracel® pulp. Made from northern 
hardwoods, this exclusive pulp is blended with other pulps to give new Hammermill 
Ledger a better, more level surface for typing, writing, crisper ruling and printing. 


There is a specialized “Posting” finish for bookkeeping machines and a “Ledger” 
finish for pen and ink entries. Both finishes are glare-free, come in white, and soft 
buff and green tint to reduce eyestrain. 


Write now, on your business letterhead, for a sample packet of Hammermill Ledger. 
You'll see how it helps your own accounting records look neater—last longer. 
Hammermill Paper Company, 1463 East Lake Road, Erie 6, Pennsy!vania. 


MER}g, 


costs no 
et OT EDGER “~~ 


more 
—and actually less than many other watermarked ledger papers. 
For More Information Circle No. 206 
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MULTIPLIER 


MULTIPLICAND 


ANSWER 


You get a triple-check on your answer 
with a Marchant! 


A Marchant is the only American-made 
calculator that gives you straight-line, 
three-dial positive proof that your answer 
is correct. 

At the end of a multiplication problem 
the number to be multiplied is in the 
Lower, or Keyboard Dials... the multi- 
plier is in the Upper Dials... and the 
answer is in the Middle Dials. 

This three-dial proof in multiplication 
of both factors and the product is just 
one of the many accuracy controls built 
into every Marchant calculator. Whether 
it’s multiplication, division, subtraction, or 


addition—in any calculation—you get the 
same visible proof of all entries... and 
all results. 

Accuracy control, plus simplicity and 
ease of operation, are the big reasons why 
anyone in your office can operate a 
Marchant efficiently. 

Call in the local MARCHANT MAN. 
Have him show you how a Marchant- 
by turning out maximum figurework with 
minimum operator time and effort —can 
make an important contribution to the 
more efficient, more profitable operation 
of your business. 


MARCHANT CALCULATORS, inc., oaxcano 8, CALIFORNIA 


For More Information Circle No. 167 











italicized in both eases. 


His attack on thecon- He 
of inter- 
is not accom- 


takes a_ stand 
sequences against intervention 
vention and what it does, 
panied by demonstra- but he doesn’t show 
tion of the feasibility how we could have 
of isolation. gotten along With 
A problem which has _ isolation. 
dead-locked top cor- Management and 
porate and union labor have been try- 
officials with no pros- ing to set down rules 
pect of satisfactory for what should be 
solution is the de- worked out by 
termination of the lective bargaining 
ippropriate subjects and what should stay 
for collective bar- under the authority 
gaining and the defi- of management 
nition of spheres of 
authority which are 
of sole concern to 
management. 


col- 


alone 


It is a mistake to believe that abstract 
ideas can be expressed only through the 
use of long, abstract nouns. Almost all 
abstract ideas can be expressed by 
strong verbs, and more forcibly ex- 
pressed, at that. Take the sentence “This 
alloy is non-fabricable.” The conversa 
tional way to say it is: “We cannot 
make this alloy.” Even greater strength 
can be achieved by using a’more specific 
verb: “This alloy cracks when we try 
to form it.” 


NO PICTURE-WORDS. The con- 
trast between an alloy that you cannot 
make and an alloy that cracks illustrates 
another style fault—that of using words 
that don’t make pictures. “Makes” is a 
and useful word, but it isn’t as 
specific as “eracks,” and it’s far 
effective. “Cracks” puts a picture in 
your mind: you can see the metal snap; 
you can hear it. 

Short, simple words owe a lot of their 
value to the fact that, for the most part, 
they stand for things you can see and 
touch. Lone words, more often than not, 
stand for concepts you ean’t see and 
often can’t even define. An overuse of 
these long, abstract words is not only a 
mark of fuzzy writing but often of 
fuzzy thinking. “An abstract style,” said 
the French philosopher, Alain, “is al- 
ways bad. Your sentences should be full 
of stones, metals, chairs, tables, animals, 


LOOt | 


less 
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men and women.” 

[t is terrifyingly easy to mask ignor- 
ance under a cloak of abstraction. You 
can say, without any fear of contradic- 
tion, that “raising the mayor’s salary 
will have political significance.” Of 
course it will! But what do you mean by 
“political significance?” Do you mean 
the voters will think it’s too high? Do 
you mean more candidates will enter 
the race for mayor? Do you mean some- 
one will start a move to get rid of the 
city council because they raised the sal- 
ary? By itself, “political significance” 
doesn’t mean much. It sounds as though 
it does but it doesn’t. 

Robert Gunning reports that he once 
came letter from an oil 
pany discouraging employees from tak 
ing their families abroad because of 
“unsuitable conditions.” When he asked 
what these conditions were he was told 
plumbing, few roads, sweltering 
climate.” These last are all picture 
words, far more effective in discourag 
ing anyone than any abstraction like 
“unsuitable conditions.” Surely they 
should have been used in the letter. 

Or consider the woman who wrote: 


across a com 


“no 


In industrial communities the chief motiva- 
tion for the purchase of curtains is prac- 
ticality. 


In picture-words she deseribed what 
she meant: 


In factory towns housewives buy 
that wash well. 


curtains 


The picture-word version is obviously 
more readable. But did you notice that 
it says more? It defines what “practi 
cality” means for a housewife who has 
to buy curtains. 


UNNECESSARY WORDS. So we 
come finally to the business of the ava 
lanche of words against which all good 
writers declaim. It is not only that words 
are too big’, too colorless, too unfamiliar. 
Sometimes there are just too many of 
them. Business writing in particular is 
watered down with countless words and 
phrases that don’t count. Here are some 
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examples with the rewritten versions at 
the right: 


has been custom- In most foreign 
in most foreign markets we have lent 

markets to loansums money to dealers to 

of money to dealers rebuild retail stores. 

the purpose of These loans. total 

reconstructing exist- millions of dollars. 

outlets. Up to 

the present the total 

amount loaned for 

this purpose is in the 

dollars 


jor 


ing 


millions of 


department has 
asked to check 
the 


y»blem 


This department has This 
been requested to as- been 
certain in- on 
which is pr ; 
connection arise if we build the 
new plant. We have 
tried to find out what 
regulations the 
nunity made to 


semble atmospheri¢ 
formation 
needed in 
with an 
pollution 
which might arise 
from the operatior I 
of the plant which is Keep the alr 
proposed for the new 

area In connect 
this an atte mpt 


been né to 


that may 
atmospheric 
proble m 

j com- 
has 


} 
ciean 


io 
with 
has 

secure certai 
relative to codes and 
similar rules regu- 
atmospheri 


this 


lating 


pollution in 


munity. 


The italized phrases are obviously) 
unnecessary. The rewrites in the second 
column not only eliminate these phrases 
but substitute shorter, more picturable 
words for some of the abstract ones. 
Some of us use unnecessary words 
leliberately because they are high-sound- 
ing and seemingly impressive. But, for 
the use of such words and 
phrases is uneonscious. We use them 
because they have grown upon our vo 
eabularies like fungi, and we no longe1 
for the useless things 


most of us, 


recognize them 
they are. 

Many of these unnecessary words and 
phrases are connectives in connection 
with, with reference to, with regard to. 
Many are semi-legal, purely business 
terms such as in the sum of, submitted 
herewith, prior to the start of. Many 
are the result of an overelaborate and 
old-fashioned courtesy such as we beg 
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to acknowledge O1 attached hereto 
please find. 

Occasionally unnecessary words come 
under the heading of tautology 
less repetition of the thought. Examples ; 
are to find: the most 
unique,” “consolidated together in one 
place,” “‘audible to the ears of everyone 
present.” 

lor the most part, an excess of word 
age is caused by the creeping disease of 
impressive writing. Somehow, whenever 


a need 


easy “one ot 


we set 
ing machine, we abandon the easy style 
favor of the gran 
business. We avoid thx 
clear and we cultivate the ob 
secure and roundabout. We obseure our 
thought in a fog of cloudy words and 
Here is a horrible ex 
sign on a hotel 


pen to paper or voice to dictat 


of conversation in 
diose style ot 


direct; 


moist sentences. 


ample, taken from a 
desk : 

substantiat \ desire to ac 
appreciate 
your credit 


In order to 


ommod: ur guests we would 
eration to anticipate 


its before departure 


your 


requiren 


A monstrosity like this requires com 


S101 


plete revi 


t us know in advance if you want 


ash a check when you leave. 


ese style faults are by no means 


clusive; you 


use ol 


ean probably think of a 


‘liches and technical 


doze more: 
jargon, poor transitions, lack of organ 
incoherence, poor subordination, 
But the ones we have singled 
out are significant fe (1) 
they are common in business writing and 
(2) they are all stumbling blocks in the 
way of forceful writing. 
Now 
that’s brisk and alive 
l. Vary the length 
your sentences. 
the active rather than 


7at1 
IZATLON, 
‘ ] } 
anda so on. 
f 
I 


ir two reasons: 


summarize. For a style 


le t’s 


and structure ol 


2. Use 


passive 
voice, 

3. Don’t smother your verbs under an 
avalanche of nouns and adjectives. 

4. Use picture words instead of far 
away, abstract words. 

5. Weed out all unnecessary words. 
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RMORE ATTENTION is being de- 
voted to female needs because more 
women are on payrolls today than 


at any other time in our history. About 
20 million women work outside their 
Women are engaged in 446 oe- 
cupations in professions, trades, crafts 
and unskilled work. Today close to a 
third of the labor foree is female, says 
the Women’s Bureau of the U. S. De- 
partment of Labor. 


homes. 


Indicative of the growing numbers of 
women who are exchanging hostess coats 
for business suits are further bureau 
statisties which report that in the 1940’s 
there was an increase of 2 million in the 
ranks of women secretaries, stenogra- 
phers, typists and other clerical work- 
ers. This group is growing. In banking, 
for example, about ten years ago no 
bank had more than 40% women em- 
ployees whereas the percentage now 
hovers around 70%. More than one- 
tenth of all bank officials are said to 
be women. 

In practically nine eases out of ten, 
female employees prefer male super- 
visors. The male boss is regarded as 
being more considerate, more fair, and 
either more tolerant or understanding. 
However, there are times when rivalries 
arise between women who seek attention 
and extra consideration from a male 
supervisor. Feminine, coquettish wiles 
may influence the male supervisor in- 
stead of a woman’s ability to work well. 
Resulting favoritism may hinder office 
routine. 

The male ego would do well to un- 
derstand the female mind and female 
physiology. It behooves male super- 
visors as well as male employers to un- 
derstand that men and women are phy- 
sically constructed differently and, at 
times, think and work differently. There 
is more than one rib’s difference between 
the millions of Adams and Eves who 
inhabit this Eden ealled Earth. 

Scientists have determined that men 
are stronger physically, whereas women 
are stronger biologically as well as psy- 
hologically. More baby girls than baby 


— For More Information Circle No. 418 
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A, Devaney, Inc., N.Y. 
boys survive pregnancy and birth. From 
then on, girls (who are about a month 
ahead of boys in physical development) 
maintain their head start until 14 when 
girls usually have passed puberty while 
boys are about to enter it. 

Dr. Wilson T. Sowder, U. S. Public 
Health Service, has stated that women 
escape the consequences of woe and 
worry in our complex civilization “by 
being more vocal about these conditions 
through tears or, occasionally, hysterics.” 
Though men shun such feminine actions, 
women outlive them—and nothing suc- 
ceeds like survival. 

Women’s higher survival quotient can 
be attributed to their greater devotion 
to themselves and their ails. Although 
women are more susceptible to diseases 
(than are men) women tend to pay more 
attention to minor ailments and illnesses 
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2 Special ACCO 


PRODUCTS 


To Step Up 
Filing Efficiency 


“Acco-Bound Papers Are SAFE 
Papers” is as true today as 50 years 
ago. But today there is an almost 
unlimited selection of Acco products 
to insure filing efficiency in every 
department of your business. Your 
stationer will be glad to show you 
the Acco line and discuss your use of 
the newest Acco products 


The BFC Accopress Binder 


Makes file 
library of neatly bound and titled 
books. Similar to the famous BF 
standard Accopress Binder but 
equipped with an adjustable, ex- 
pandable (up to 6”) back flap to 
provide a tight, flat 


your binders into a 


indexing 


The Accopress 
Pin Prong Binder 


the 
punched sheets used in many office 


For binding marginal pre- 
machines. Available in many sizes 
in a choice of genuine pressboard 
or heavy binder board covered with 
canvas or black pebble grain cloth. 
The 


permanent 


binder—for 
file 
with an Acco Fastener having very 
narrow prongs. An indispensable aid 
to orderly, safe filing of business 


temporary or 
use—is equipped 


machine forms. 


surface 


regardless of the thickness of the contents 
of the binder. Economical, and ideal for 


binding all papers. 


ACCO PRODUCTS, INC, In Canada: Acco Canadian 


Ogdensburg 


New York 


Cé. T oronto 


Ltd., 
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in their early stages. 
well as their 
for their own needs or those of 
their husbands and children. Sueh train- 
ing encourages women to be more care 
ful of health. And, since women tend 
to be more with their com 
plexions and appearance, they pay mort 
visits, more attention, and more money 
to doctors, dentists, and beauticians. 

In addition to being more interested 
in their appearance and clothes, women 
tend to think differently, as well as work, 
walk, talk and act differently than men. 
In early childhood, for example, girls 
learn to walk and talk earlier than do 
boys. 


Many women work 
in olhices as 
earing 


own homes, 


coneerned 


They also tend to be less active, 
vet stick more closely to a task. These, 
lor example, are among more general 
findings pointed out by the Cleveland 
Health Museum which exhibits a trans 
parent plastic woman called “Juno, sym 
bol of all women.” 


because they said that women would "play around instead of doing serious work." 


Physiologically women’s 
brains are smaller than men’s brains— 
but the female brain weighs more than 
the male brain in proportion to the fe- 
male body weight. (Women tend to be 
five to seven inches shorter than men.) 
Though the reason cannot be attributed 
to brain weight, women usually have bet- 
ter memories than do men. This is a 
ereat advantage to women office workers 
entrusted with a kaleidoscope of details. 
Women’s hearts, averaging about two 
ounces smaller than men’s, work harder 

throbbing about eight to ten beats 
more than: men’s hearts each minute. 
Women also tend to have lower blood 
pressure. 

Women are biologically stronger but 
physically weaker than men because wo- 
men’s bodies are about 35% muscle and 
about 50% of their weight is strength, 
whereas about 40% of men’s bodies is 
musele and almost 90% of their weight 


speaking, 


me i 
The Bettmann Archive 
Employment of women in offices was disapproved by many people in the nineteenth century 


This 


cartoon was published in 1869, on the first employment of women in the Treasury Department. 
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THE RECORD IS CLEAR 


Put itin writing ... Pass along your 
thoughts ... Keepa history of your 
performance... And KNOW that with 
NU-KOTE*, your hand-written records are clear 
¢ Countless hours in the laboratory plus 

an honest pride in our work produced 
NU-KOTE—the first, and the only, pen or pencil 
carbon that delivers a no-smudge record copy 
with the merest whisper pressure * And 
you'll find it lasts more than twice as long. 
Try it and see! 


‘available in boxes, reams and register rolls. 
Convenient coupon for a sample, FREE with our compliments. 


a Sean a ee 
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MITTAG & VOLGER, INC., Park Ridge, N. J. « Tel.: Park Ridge 6-0001 
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is strength. Still, strength is of relative 
ly small moment to women working in 
are physically and 
numerous 

heaviest 


offices because 
mentally fitted to 


jobs involving the use of the 


They 
pertorm 


office machines. 

Certain other physical characteristics 
of women are considered by management 
with relation to used and 
work done by the female of the species. 
After having measured 15,000 American 
Dr. Robert L. 


that “the 


equipment 


women, Dickson con 
cluded tends 
to be rather short, plump, big-busted, 
broad-hipped.” 

Women are chunkier than The 
female has a relatively long trunk and 


average woman 


men, 
short arms and leg which enable her to 
bend at the 
out too far or too otten without 
Work equipment and layout should 
LOG reach 
also advisable 


cannot reach 


waist, but she 


strain 
ing. 
be designed ton 
than for male use. It is 
for a work top to be approximately 60% 
as high as the female worker. 

Tools and equipment should be adapt 
ed_ to thumbs and 
longer index fingers. women’s 
forearms are attached at an angle to the 
bones of the lower arm. ‘This pecular 
joint construction tends to make women 


less 


about 


women’s shorter 


Bones ot 








tire easily whenever they must perform 
a rotary action 
This is fatiguing and often in 


shoulders, legs 


turning knobs, dials or 
devices. 
duces pain in the arms, 
and thighs. 
Management can 
fort better 
propel accommodate 
women Many 
provide posture chairs adjustable to eus 
the flesh and skeletal 
Further, the female 
requires hat machines with 
built so that httle pres 
sure 1S required to operate or control 


female com 

providing 
their 
companies 


assure 
and work by 
seating to 
employees. 
tom fit framework 
ot each employee. 
anatomy I 
root pedals he 


the machine. 
Social dispute and refute 


the myth that women excel at doing de 


sclentists 


work re 
These Te 


tailed, monotonous 


quiring 


repetitive, 
manual 
state 


dexterity. 


searchers that working position, 


equipment and taecilities should be as 
comfortable as possible, and that a work 
routine should be 


the boredom born of monotony. 


varied to discourage 
that the 
tends to use her 

unusual situa- 
female ean 
muscles. There 
seems to be a delayed reaction by women 


Some sources also indicate 


average woman worke1 
muscles more slowly in 
though 


move as quickly 


tions, even muscles 


AS mal 
series ot jobs re 


workers whenever a 


quires a series of decisions to be made. 
Office managers can simplify office rou- 
tines to reduce the need for decisions by 
female workers. Here again, it should 
be stressed that this is more a muscular 
than mental matter. This is another rea 
son for work simplification. 

So, while women do not have he avy 
in offices they still heavy 
burden when their tasks are rou- 
tine, monotonous, straining, uninspired, 
poorly equipped or just plain over 
demanding. Aft point there arises 
the matter of female vigor or capacity 
for enduring. 

Women have less physical stamina and 
tend to tire quicker than do men. Males, 
who are more developed in the upper 
shoulder-heart-lung area, are equipped 
to do more arduous work; females are 
n page 1 5 


work bear a 


wie rk 


this 


ntinued 
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NEWEST TREND IN 
PAPERWORK SYSTEMS 


Weber Stencil for addressing 
shipments can be cut as part 
of your paperwork procedure 


Two jobs must be done before your prod- 
ucts can be shipped — paperwork must be 
prepared and containers addressed. Here 
are several modern Weber systems for tying 
the jobs together at savings in time and 


BY-PRODUCT Weber Tab-On Stencil is 
tabbed over ship-to area of your invoice, 
bill-of-lading or shipping forms and cut 
as a by-product of the forms writing. In 
one typing, addressing master and forms 


effort. are prepared with customer’s address. 


Key to the efhic iency of these systems is the 
Weber stencil which is cut as part of your 
order-invoice writing procedure and_be- 
comes your ‘shipment addressing master. 
This inexpensive paper stencil can be cut 
as a by-product of your forms writing on 
automatic equipment, or separately. Re- 
gardless of your paperwork procedure or 
equipment used, you, can integrate the 
Weber stencil. And once it’s been cut, it’s 
ready to address labels, tags or use directly CONTINUOUS STENCIL Weber Continu- 
on cartons with Weber hand devices or Matic Stencils, mounted in continuous 
machines. form on marginal punched carrier sheet, 
are cut quickly and easily on typewriter, 
automatic tabulating equipment, and 


other punched-card and tape operated 
machines. 


Look into the remarkable advantages of 
these Weber marking systems right away. 
See the coupon below. 


& 
# 





INTEGRATED DATA PROCESSING EQUIPMENT, such as Flexo- 
writer (left) and Teletype (right) equipment, and other punched- 
card and tape operated machines cut Weber stencils as part of Weber stencil hand device. This 


user’s paperwork system. Stencils can be adapted to practically popular addressing system is 
any modern forms procedure. fast, neat and systematic 


Weber | fine 

Systems 
Div. of Weber Addressing Machine Co. Inc., Firm. pines ea : | 
Mount Prospect, Illinois Street 





CUSTOMER’S ADDRESS is im- 
printed directly on cartons with 


T WEBER MARKING SYSTEMS «© Dept. 8-K 

| Mount Prospect, Illinois | 
Please send information on Weber Stencils ang how 

they can simplify our shipping paperwork procedure | 

Name 








Creators of systems for addressing and l city. ' tg 3 State 
marking iabels, tags and contoiners. 


| 
_ 
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A Procedure for 
Small Parts Order Fulfillment 


EUGENE V. ECKERT 
Secretary-Treasurer, Valley Electronic Supply Co., Burbank, Calif. 


E ARE in one of the world’s fast- 
est growing industries and are 
plagued by many problems that at- 
tend rapid growth but, confidentially, 
paperwork is our biggest bugaboo. It’s 
a situation inbred in the nature of the 
fast growing, with unlimited 
horizons, finding new markets almost 
daily, and furiously involved in a highly 
competitive race for new devices and 
improvements on the old. This insati- 
able appetite for the latest and best is 
the very thing that has built electronic 
suppliers into the profitable concerns 
they are today. 
It has threatened to inundate 
them with a morass of paperwork. Or- 
ders, back-orders, partial fulfillment, 


business 


also 


follow-up suspense files, separation of 
receipts into stock and ordered parts— 


these are all elements of this new busi 
ness. We are forced to find the best 
and most foolproof clerical systems we 
ean, lest we wind up chasing misplaced 
orders, alloca 


straightening out stock 


tions, and preventing mismatching of in 





Mr. Eckert 


voices and shipping orders. 

One answer that we recently found 
was simplification through the consoli- 
dation of forms and reduction in sepa- 
rate writings. The number of papers 
used was not a serious problem so long 
as they were properly coordinated and so 
designed that, for the most part, they 
could all be filled out simultaneously. 
Even more important was the way in 
which the new forms closed the loopholes 
in order fulfillment The 
new system was installed at the begin 
ning of 1956, and it began proving its 
worth almost immediately. 

The difficulties we have encountered 
stem from our determination to provide 
the latest models of merchandise to the 
manufacturers and others who comprise 
our clientele. We supply electronic 
parts and components at wholesale to 
industrial users, amateur radio oper 
and hi-fi enthusiasts, but manufac- 
form the largest group of cus 
tomers. Experimental work is a major 
activity of many of them, so we must 
stock—or at least be able to obtain—the 
newest electronic components. These 
problems have been with us since our 
business was organized in 1947 and in- 
corporated in 1950, with Frank Eckert 
as president. The San Fernando Valley 
is the base of operation, but salesmen 
range as far as the eastern and south- 
ern suburbs of Los Angeles, as well as 
San Diego and Santa Barbara. 

Exclusive of sales to amateurs and hi 
fi enthusiasts, we process aproximately 
130 invoices for industrial and commer 
cial every day. The over- 
whelming majority of our orders are re 
ceived over the telephone. 

Orders are taken on a two-part sales 
order or work sheet (Fig. 1). All im- 
tial information is noted on it. For- 


pre cedures. 


ators, 


turers 


customers 
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outstanding in looks and value! 


Cyclops” swing-door supply cabinets 


When you see this outstanding value, you will at once appreciate its 
smart looks. When you examine its many features .. central handle— 
3-point latching device—enclosed throw-bolt mechanism—smooth in- 
terior—shelves that are adjustable (without tools) on 1” centers— 
smooth, safe-like swinging doors.. you'll say, ‘That's the cabinet 
for me!’ Choice of 3 models—supply, combination, and wardrobe. 
All models 36” x 78”—18” and 24” deep. Available in 5 colors. 
Electrostatic baked-on enamel finish. 


SSaanypsenewonsenncencencticiibaonncaanennnetes 


1 handle 
does the 
work of 2 





Patent Applied For 


for complete details send for literature 


BORROUGHS MANUFACTURING COMPANY 


AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3010 NORTH BURDICK allt KALAMAZOO, MICHIGAN 
For More Information Circle No. 172 
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when this happens in YOUR office... 
call Manpower, inc. for 


feMPOURARY NELP 


e TYPISTS 
e STENOS 
e OFFICE WORKERS 


Use our bonded, insured 


employees as long as 
you need them at 
low hourly rates 

Call the Manpower 
office in your city. 


Ask for Brochure 
G-115 


manpower, inc. 
OVER 90 OFFICES .FROM COAST-TO-COAST 


home office: 
820 N. Plankinton Ave. 
Milwaukee, Wis. 


MANPOWER INC. OFFICES ARE 


Akron 
Albuquerque 


LOCATED IN 


Columbus | 
Dallas 
Dayton 
Denver 

Des Moines 
Detroit 
Evanston 


Indianapolis Niagara Fa 
Oakland 
Omaha 
Paterson 
Philadelphia 
Phoenix 
Pittsburgh 
Portland 


Jacksonville 
Jersey City 
Kenosha 


Allentown 
Atlanta 

Baltimore Los Angeles 
Manchester 
Milwaukee 


Boston 
Bronx 
Brooklyn 
Buffalo 
Chicago 


Fresno 

Grand Rapids 
Hammond 
Hartford 
Houston 


Minneapolis 
Newark Providence 
Racine 
Richmond 


Rochester 


New Haven 
Cincinnati 
Cleveland 


New Orleans 
New York 
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St. Louis 

St. Paul 

Salt Lake City 
San Diego 
San Francisco 
San Jose 
Seattle 
Sherman Oaks 
South Bend 
Springfield 
Syracuse 
Tacoma 
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Tampa 

Toledo 

Tucson 

Waterbury 
Waukesha 

White Plains 
Hovana, Cuba 
Johannesburg, S. A. 
London, England 
Paris, France 
Montreal, Canada 
Toronto, Canada 
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SPECIAL INSTR. (CONT BD.) 











Re ax Tew 


E 


SALE 


RIVE 


$§ ORDER NO. O9989 


} 
| 
| 
| 
| 
| 
| 
| 








Fig. |. The two-part sales order or work sheet. 


merly, when one or more of the items 
was shipped, a three-part handwritten 
form was filled out: the first part was 
for accounts receivable to post from, the 
second part was attached to the work 
sheet to indicate which parts of the or- 
der were shipped, and the third copy 
was a packing slip. 

The work sheet on a completed order 
would come to the office to be held pend- 
ing receipt of the customer’s confirming 
purchase order. Here it might en- 
counter a delay of up to a week in some 
eases, which resulted in protracted tie- 
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ups of capital sinee the invoices would 
not be sent out until the purchase or- 
der was received. If the order could 
not be completed at that time, the work 
sheet would be filed alphabetically by 
customer in the back-order file. <A re- 
ceiving ledger was maintained to keep 
track of back-orders and fulfillments, 
with vendor’s name, customer’s purchase 
order number, quantity and description 
posted to it. Later, when the back- 
ordered merchandise was received, the 
clerk would locate it within the ship- 
ment and write a back-order slip to show 
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Fig. 2. Three-part purchase order form for 


it had been filled. 

This system gave us practically no 
control over back-order fulfillment. It 
was difficult to prevent back-ordered 
merchandise from going into stock when 
it was received from the vendor. The 
register was unwieldy as well as time- 
consuming. The three-part handwritten 
shipper-bookkeeping-packing slip has 
also been dispensed with. Now the in- 
formation from the work order is tran- 
seribed directly to an eight-part form 
which includes invoices, eliminating one 
complete writing. 
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orders which cannot be filled from stock. 


Much and hours of 


thought 
labor are devoted to keep a large, well 


many 


balanced inventory. However, the na- 
ture of our business makes inevitable a 
great number of back-orders and, there- 
fore, a three-part purchase order is an 
almost ever-present link between work 
order and invoicing in the parts fulfill 
ment chain. 

The purchase order is in the form of 
a salesbook. It has three parts: receiv- 
ing copy, original purchase order copy, 
and acknowledgment copy (Fig. 2). In 
addition to columns for noting receipt, 
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Set up the above number on the figure keys in the 


same order as you read it, that 1s, 7, 8, 9 and then 1. 
Depress the i =| key. The machine will figure out 
the square of the number quite automatically. After 


barely three seconds the product register shows the 


answer “ (0000062267881 J 


FACIT .. 











All four rules 
of arithmetic are 
just as easy 


To do figures on Facit 
the world’s smallest, fully 
1utomatic calculator — 4s 
ilmost as easy as reading 
them, All you do is set up 
the figures in the order in 
which they appear. The uses 
of the few controls are fixed 
and crystal-clear. 


FACIT INC. 404 Fourth Ave., New York 16, N.Y. * 235 Montgomery Street, Son Francisco 4 


ATVIDABERGS — SWEDEN 
For More Information Circle No. 290 
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SPECIAL 
oe” T e 


W. MAGNOLIA BOULEVARD 2. 


THormwall 4-1521 


Tue STANDARDS BES 





ORIGINAL 


ALLEY Electronic Supply Co. 


PLEASE PAY FROM YOUR INVOICE e STATEMENTS RENDERED ONLY ON REQUEST 


PAY FROM THIS 


INVOICE 


0994 


BURBANK 


Victoria 9-464! 











PAY LAST AMOUNT SHOWN@® 








Fig. 3. Eight-part form includes invoices, packing slips, numeric and follow-up copies. 


item number, description, unit price, ex- 
tension, and requested delivery date; 
three columns are provided for the cus- 
tomer’s name, his purchase order num- 
ber and quantity. The first copy is kept 
in the receiving department. When a 
shipment comes in, receiving clerk indi- 
cates the quantity received and the date, 
then makes out in duplicate a back-order 
slip, showing customer’s purchase order 
number and quantity of merchandise al- 
located to that customer. This prevents 
items so earmarked from going into 
stock. 
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One copy of the back-order slip stays 
with the merchandise designated, the 
other is sent to the billing department 
where it is used in preparing the eight- 
part form. They pull all pertinent pa- 
pers relating to the order: sales order, 
customer’s confirming purchase order 
(if received), and one copy of each ship- 
ping form showing shipments of parts 
on the original order that have been 
made to date. The back-order form is 
then priced, extended on a ealeulator 
and the eight-part form is typed. 


This form (Fig. 3) serves a multi 
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Questionnaire for a prospective employee: 
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Do you work fast? 


Yes, a day’s work in a few minutes. 


Accurate? 


I can’t make a mistake. 


Tire easily? 


I never get tired. 


Are you good looking? 


People tell me I’m a beauty. 


Will my secretary like you? 


She’ll love me! 


Salary? 


A few pennies an hour—when I’m working. 


Can we get along with you easily? 


Just turn my dial and see! 


What can you do for us? 


Make perfect copies of anything—in seconds. 


We'll be glad to introduce 
you to this new photocopier- 
employee. When you see and 
try it you’ll want to put it 
on your payroll. 


2 COPY- CRAFT inc. 105 chamsers stREET, NEW YORK 7, N.Y. * BArclay 7-4150 


CARBON PAPER AND RIBBONS DUPLICATING, PHOTOCOPYING AND SYSTEMS MACHINES ANDO SUPPLIES 


For More Information Circle No. 327 
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Most orders for electronic parts are received 
by one of three phone-order salesman who 
makes out a two-part sales order (Fig. 1). 


plicity of uses. Designed for us by a 
specialist from Standard Register Co., 
who worked with us in up the 
entire system, it is made in the form of 
a double-stub, prenumbered Zipset, with 
one-time carbons interleaved. Perfora- 
re- 


setting 


tions where a particular sheet is 
moved from the pad are located accord- 
ing to the ultimate disposition to be 


made of that sheet. 
clude special instructions typed at the 
time the form is written while on other 
copies this appears only the stub 
and is disearded. 

The first and seventh copies of the 
form are duplicate invoices for the cus- 
tomer. Part two is the bookkeeping 
copy for making daily sales journal en- 
tries and posting to accounts receivable. 
The third is the customer file copy 
which is attached to the original sales 
order. The fourth is a follow-up sus- 
pense copy, the fifth a combined packing 
list and shipping label, the sixth a nu- 
meric control copy, and the eighth a col- 
lection copy. Parts four, five and six 
are glued into a separate stub at the 
bottom to enable us to make separations 
in sequence, the bottom set being sep- 
arated first. 


Some copies in- 


on 
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The suspense follow-up copy Is a val 
uable Krom the order, all 
special instructions including promised 
delivery date, whether shipments are to 
be broken up and delivered at different 
times, ete., are transcribed to the eight- 
part form, and appear on the suspense 
follow-up copy filed by date 
to serve as a tickler. 

Every morning, all 
for that date pulled and compared 
with each customer’s incomplete order 
file. 
the file, it is safe to assume the ship- 
ment has been made, and the follow-up 
copy is destroyed. If there is an in- 
complete ‘order still in the file, with 
items corresponding to the items on the 
tickler file still open, immediate inquiries 
are made to the manufacturer. A follow- 
up slip, made out to show action taken, 
to the file But it 
further follow-up is needed, this file 
moved to a later date at which time a 

The suspense file 
until the last item 
received and the order 


one, sales 


which is 


suspense copies 


are 


If there is no incomplete order in 


is attached papers. 


is made. 
remains tickler 
on an order is 
fulfilled. 

The sixth, numeric copy serves as a 
At the end of each 
day, the bookkeeping, numeric and col- 
lection copies are given to the account- 
ing Frequently the invoice will 


new inquiry 


as a 


check on invoicing. 


olnee. 


Orders which cannot be filled from stock are 
entered on a three-part purchase order form 
(see Fig. 2). 
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THOMAS COLLATING 
COST CALCULATOR 


- Now schedule collating jobs and operating 
personnel with the highest possible efficiency! 


Here’s an easy, fast and accu- 


rate method to take the guess 
work out of any collating as- 
signment. Now, for the first 
time, you can tell in a jiffy just 
how long it will take, how 
much it will cost, and what is 
the quickest and least expen- 
sive way to do the job. 


Thomas 
( clinswws ., 


More In Use Than All 
Other Makes Combined 


165 SALES & SERVICE OFFICES 
COAST-TO-COAST 
AND CANADA 
ar ©. 19S 


Thomas Collators Inc., 
50 Church St., N.Y.C. . Vv. 


NAME 


Whether you do a lot of col- 
lating or just a little... 
whether you collate by hand 
or with a Thomas Collator, 
this new cost calculator is 
sure to be a real help! Fill out 
the coupon below and mail 
today for your free calcula- 
tor. No obligation, of course! 


7h B, 


Please RUSH me: 
[] FREE Thomas Collating on’ Calculator 
[] FREE Brochure on new Thomas Collators. 





COMPANY 


ADDRESS 


- 
e 
~ 
~< 


(PLEASE PRINT) 











For More Information Circle No. 201 





When back-ordered items are received, a 

back-order slip is filled out and matched with 

the complete file on the order including 

customer's confirming purchase order and one 

copy of each shipping form showing partial 
shipments already made. 


be held for will-eall, so the numeric copy 
vives accounting a against 
A separate file of numeric 
will-ealls and other 
invoice 1s not im- 


cheek miss- 
ing invoices. 
copies is kept for 
instances where the 
mediately available. 

Having parts four, five and six on a 
separate bottom stub is of value on will 
The invoice can be prepared and 
inner packet withdrawn. The 
(part 


ealls. 
only the 
packing list 


five) ean be placed 


inside the package and the outer packet 


containing the invoice can be left with 
the merchandise. The numeric copy 
(part six) separates with the inne1 
packet to be used by the office immedi- 
ately despite any delays that might oc- 
cur in pickup of merchandise by th 
customer. So ean the follow up sus- 
pense copy. 

Frequently, additional 
are made. Loose sheets are provided, 
and earbons are inserted by hand. Be 
cause of the complexities and difficulties 
involved in completing orders, we some 


need up to 14 We have 


Involce COples 


times copies. 


found that we can add up to six more 


copies and still obtain readable Impres 
sions on an electric typewriter. 
The copies have numerous uses. Some 
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times a customer simply wants an extra 
copy tor his own records. Another use 
is for cases where military specifications 
are involved. We deal frequently in 
parts made according to military re 
quirements, which may be inspected in 
our vendor’s plant and grovernment 
stamp required. If products are 
shipped with the stamp inadvertently 
omitted, it may later be attached to an 
extra copy and sent to customer. 

We also use extras on a limited basis 
to help the anticipate ship 
ments so that he can better plan his re 
celving procedures. » When a delayed o1 
back-ordered shipment is made, we mail 
an extra copy to the expediter or follow 
alert him to cheek his re 
ceiving department at the time it is due. 
This is to eliminate a share of 
follow-up calls that cross with the ship 
ment. At present, a list of customers to 
whom this copy 1s to be shipped under 


eustomer 


up man to 


major 


such cireumstances is being prepared. 
Only a small pilot group has begun r¢ 
ceiving them. 

This 
long, but already it 
and closing up loopholes Ith 
fillment. 
tions, but these would be merely refin 
ments of what we are 
sound, workable system. 


system has not been in use for 
Is eutting corners 
order ful 


We anticipate later modifica 


CONN ineed IS a 


Upon complete or partial fulfillment, the 
eight-part form (see Fig. 3) is typed. 
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Litho both sides 
at once 


on BIG 14"x 17/2" 
SHEETS ! 





40 - THE WORLD'S 7, 


DAVIDSON DUAL-LITH 


Finest quality one-side offset 
lithography whenever you want it, 
plus an easy change to simultaneous 


rH ” 
* a 


two-sided_lithography, within —- 
& 


minutes, to give you 10,800 im- 
pressions per hour! Sturdy Model 
233 makes two-sided form printing ; 
simple, and you can gang up on 
big 14” x 17%” sheets. Gripper 
bar chain delivery gives positive 
register, stripping and delivery. 
Steel feed rolls adjust automatical- : 
ly for varying stock thicknesses, i a Model 233 with 
from light manifold to 3-ply card- Pile Jogger 
board. Sheets float down conveyor 

board for accurate side register. Easy turn- Handles sheets from 4” x 6” to 14” x 17%" 
ing, easy to operate. Low, low maintenance. with variable speed to 5,400 impressions 
Attachments also let you do Davengraving, per hour. Receding pile jogger eliminates 
dry offset, letterpress, imprinting, number- handling, holds 5,000 sheets of 20-lb. 
ing and perforating on the same machine. stock or equivalent. Compare it! 


DAVIDSON 
DUAL-LITH 


DAVIDSON PRESENSITIZED PLATES DAVIDSON CORPORATION 
29 Ryerson Street, Brooklyn 5, New York 





AND LABORATORY CONTROLLED SUPPLIES 
(] Arrange a demonstration. 

[] Send Attachments Catalog. 

[] Send Question & Answer booklet. 
DAVIDSON CORPORATION [] Send literature on Model 233. 


A Subsidi 


ASSURE YOU QUALITY EVERY TIME 


y of Mergenth Linotype Company Name 
29 RYERSON STREET, BROOKLYN 5S, NEW YORK Firm 
Distributors in all principal cities and Canada 
Address 





| 


Text set in Linotype. Headings in Prolype 


For More Information Circle No. 273 
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COLE’S FULL SUSPENSION 
STEEL FILES AT 
NEW LOW PRICES 


No other file at this low price has this really full 
suspension. 25% more filing capacity. Smooth gliding 
drawers, spring compressors and guide rods. Olive 
green or Cole gray finish. 


FOUR DRAWER $45.50 


No. 204 Letter size. 14%, 
59 b5,"" 


$54.95 


TWO DRAWER $34.50 


NJ n> 
J 202. Lette A 


$38.95 


$59.95 


$69.50 





eguard YOUR VALUABLES 
1 VITAL PAPERS 


tains a dial lock secret vault, (only you know the com- 
htion). Plus three full suspension letter files. Heavy 
ge steel, 1434" wide, 52!/," high, 2654" deep. Olive 
bn or Cole gray. No. 2004 D $69.75 


co a, ts 


<—DESK HEIGHT 


Contains one letter size fu 
pension drawer plus safety 
vault, Desk high, 14%"' wide 
24'' deep. No, 2002 D $49.50 
COUNTER HEIGHT 
No, 2003 D (not shown) con 
tains two full suspension, letter 
ze drawers plus safety vault. 


4¥,"' wide, 40" high, 26%" 


_—P $59.50 


Above cabinets available wit 
at slight additional cost 


ices slightly higher in Texas, Colorado, West of the Rockies and outside of U.S.A. 
For More Information Circle No. 226 


e}i STEEL EQUIPMENT CO., INC. 


415 Madison Avenue, New York 17,N.Y. 








COLE'S 
complete 
home office 





The "DESK n’ FILE" 


A complete office all in 





one handsome unit, Re- 
tractable desk, files for 
checks, letters and sta- 





tionery, compartments 
for books. Protected by 
two strong outer doors 





under lock and key. 
Heavy gauge steel. 
3234" wide, 60" high, 
19" deep. Green or 
Cole Gray. No. 1093. 


$1 1-00 











Top quality “RECORD-CARD” files 
at rock bottom prices! 


Combination file for both index cards and 
other records. Full suspension letter size 
drawers. Heavy steel, green or gray. 
> letter size drawers plus two 
r 3x5 or 4 x 6 cards (8000 
wide, 52!/,"' high, 2654"" deep. 


$65.0 


No, 322, COUNTER HEIGHT (not shown), Two 
Pe e wers and two card drawers (8000 
"" wide, 40"' high, 265%"' deep. 


$56.25 


No. 321. DESK HEIGHT. One letter size drawer 
and two card drawers (7200 « é y), plus a 
sliding shelf, 3/,"" Jesk high, 24'' deep. 


$44.75 


plunger 


rawers. 





Prices slightly higher in Texas, Colorado, West of the Rockies and outside of U. 
For More Information Circle No. 227 


STEEL EQUIPMENT CO., I 


A415 Madison Avenue, New York 17 
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If she worked 
in America she’da 


wantacClary! 


( First adding machine 
ever to outspeed the abacus ) 





oo ee wiped se inet ie cose seta. et 
SE LEAL: i SD OBL ts nO PERO EACH. SERRA: Sipe Psi 





Never before has an adding machine 
proved officially faster than the Oriental 
abacus, until a recent network TV show... 
with an American office girl using a Clary 
10-Key, competing against a Tokyo girl 
who spent years mastering the abacus and 
was an abacus champion of Japan. The 
BRSINESS 
MACHINES 
DIVISION 
CLARY CORPORATION 
San Gabriel, California 
In Canada: Clary Multiplier 
of Canada, Ltd., Toronto 


Clary was faster on all 3 counts—addition, 
subtraction, multiplication. No wonder 
Clary is the adding machine choice of 

over 160,000 modern offices! 


ATA-HAN N E PMENT, AIRCRA 


For More Information Circle No. 190 
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Physiology of 
Women in Business 


(Continued from page 108) 


more developed in the lower hip-abdo 
men-reproductive organ area. 

Heavy labor or long stretches of un 
relieved clerical work produces waste 
products which have to be eliminated by 
oxygen, obtained through the lungs and 
carried to the muscles by the blood. 
Gireater lung capacity enables men to 
have quicker and greater oxygen sup 
plies; the ladies are not as well equipped 
in this respect. Along with having 
lower blood pressure and smaller vital 
capacity, women also have a lower basal 
metabolism than men. Women’s vital 
cellular activity, respiration and cireula 
tion are carried on at a slower rate re- 
quiring less energy than males. 

That is why management allows rest 
periods and provides pleasing facilities 
to enable women employees to let their 
restore oxygen to counteract 
which hinder output and_ effi- 
of work. Many employers have 
come to appreciate the value of a com- 
fortable and attractive restroom, with a 
matron, as a worthwhile investment. I 
not abused, time out for a morning and 
afternoon snack, some talk and a smoke, 
will restore the human battery. A rested 
worker will invariably work faster and 
more accurately—producing better work 
and obviating costly and time-wasting 
errors. 

There remains one large field of con- 
sideration reserved exclusively to the fe- 
male: gynecology, pertaining to fune- 
tions and diseases of women. Before a 
woman joins a company it is advisable 
that she be in good health. The Amer- 
ican Medical Assn. recommends that all 
female employees be given a pre-em 
ployment pelvic examination to deter 
mine existing status and what may de 
velop because of work conditions. Many 
firms require such a test along with a 
veneral pre-employment examination 


bodies 
wastes 
cleney 


and, in some cases, voluntary annual 
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physical check-ups. Female workers al 
most always are asked both the regu 
larity of menstruation and intensity of 
accompanying = pain. Approximately 
one-fourth of all women are affected 
with menstrual pain which can become a 
problem because it may take a worker’s 
time, but this is difficult for a doctor to 
verify because such pains are 
jective. 

Whether menstruating women 


too sub 


should 
be given a day off was considered by one 
large textile firm which has about S00 
women employees in 
About 10%, or 


women each month took a day off, either 


its headquarters 
about SO menstruating 


as a racket or a physical necessity. Only 
the individual women knew the truth of 
the matter. A general estimate of costs 
for such absenteeism about 
$150,000 annually. Based on these find 
ings, the company instituted a policy ot 
firing menstruating women who refused 
medical treatment and rest, but who 
wanted to have the day off. 

In an interview with New 
York’s leading gynecologists, a male doe- 
tor who is consultant to firms with sey 
eral thousand female employees, it was 
learned that the problem of menstrua- 
tion can be simple and reasonable or 
complex and expensive. Company pol- 
icy (internal) and the degree to which 
employees are organized (relatively ex- 
ternal) are two determining factors. 
This gynecologist found that wher 
management is liberal it tends to lose 10 
to 12 working days or more tor each 
menstruating female worker in the 
course of a year when she is sent home 
“cramps.” Where employees 
are organized in a company group or 
external union, management invariably 
has to comply with a female worker’s re 
quest to give her the day off beeause of 
menstruation. In some large concerns 
the costs annually run into hundreds of 
thousands of dollars. In addition, there 
are unseen costs caused by interruption 
of work flow, delays, loss of workers’ 
time and efliciency either because of her 
absence or temporary introduction of a 


came _ to 


one ot 


because of 
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substitute worker. 

According to the gynecologist inter- 
viewed, when management informs po- 
tential employees of its no-time-off pol- 
icy, such girls minimize their claims ot 
“cramps” when asked (during a pre-em- 
ployment physical), “How many days 
did you miss school, or your previous 
job, because of menstruation?” This 
doctor further stated that where man- 
agement does not permit time off, prae- 
tically all “patients” take pills or other 
medication and go back to work—with 
about 1% time loss during a year. Doe- 
tors know that few menstruating women 
are seriously ill and have to stay home. 

Some medical authorities say that 
menstrual periods involve no lessening 
of the normal woman’s ability to work. 
Still, it is up to immediate supervisors 
and general management to be aware 
that menstrual pain can reduce a wo- 
man’s capacities, energies and outlook. 
Allowance well could be made for the 
greater than usual tiredness of men- 
struating women because of the loss of 
red blood cells. To compensate for their 
physical condition, some women go into 
reverse by overworking and overstrain- 











"i 


ing to cover up their inner feelings. 
Other menstruating women have 
known to become so anxious about their 
appearance that they neglected work. 
Working women actually are in con- 
flict with nature which intended them to 
be mothers, not careerists. Our economy 
needs them, but it is the order of nature 
that women bear our future generations. 
Accordingly, the female is prepared for 
motherhood through internal 
including menstruation; the actual proc- 
child menopause, the 
period of irregular menstrual cycles be- 
fore the final cessation of the menses, 
usually between the ages of 45 and 50, 
and then a retirement from child rearing 
(now physically 
turn to work as an older woman worker. | 
The working 


been 


pre ICCSSCS 


ess of bearing; 


impossible) or a re- 


woman has to arrange 
her life to accommodate childbearing. 
Pregnant workers would do well to in 
form their supervisors of their status, 
and to present a written statement from 
their Usually doctors advise 
women they can work until they are 
pregnant seven months, or less, depend- 
ing upon individual Ad- 
vancing pregnancy women 


doctors. 


conditions. 
limits 


soon 











“We may not be getting much work done, but we sure licked the morale problem.” 


THe Orrice—November, 1956 

















| PRODUCTION | 
INVENTORIES 








SCHEDULES 





DISPATCHING | || Ft Meyas 





MACHINE LOADING 











RESERVATIONS 


4 








VISIBLE 


VISUAL CONTROL PANELS 


OVER-RIDING SIGNALS Chart Action, Indicate Trends, Show Results, 
r Permit Comparison, Picture Organized 
‘(eat SE Facts for Analysis and Decision. 


Complete flexibility with limitless signalling and charting 
Transporent 


ae possibilities . . . Easily adapted to your individual record 
*" insertable requirements. 
Index Lightweight panels contain clear plastic tubes which are 
individually removable and may be shifted from one posi- 
¢ tion to another . . . Clarity of tube provides full legibility of 
Opaque Indicator ‘ dot contents. 
“” Signals snap on or off at any point. . . Hold 
position until positively moved ... Slide . 
smoothly back and forth . . . By-pass freely. 


4 
For we 
pencil notations 


ond erasures 


TUBE INTERIOR SIGNALS Insertable index feature afford triple signalling potential: 


by position, by color and by legend of index. 


<> <r a 0 show you sxamplro— 


Fold over Transparent per 


‘ 
rr 








{ACME VISIBLE R : _CROZET, VIRGINIA | 








Send us more information on Visual Control Panels Q1156 
C) We are interested in Acme Visible equipment for —— records 
OD) Have representative call. Date_——____ Time 
ee Attention 


Address. . a - 








City . — | 
For More information Circle No. 222 
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cannot 
more easily, 
their abdomi 
susceptible to 
females who are 
thei 


working in 
he nd TOO 


offices because they 
much; 
poore! 
nal muscles are 
muscular 
visibly 

cause ol 


they tire 
have balance, and 
more 
strain. Most 
pregnant leay 
appearance, 

this 
completely embraced the 
er, th cirls and 
from 15 to a few gray 

Around the 
irregular 
are physically and 
older 
lerical 
younes 


obs he 


almost 
younger work 
career women 
hairs he yond SO 
15 to 50, as 
women 
irregu 
he Ine 


Up to now discussion has 


oinee 
or 35. ages ol 
menstruation occurs, 
emotionally 
lar as well. Still women are 
oceur and 


obs 


hired as 
turnove!l 


more ( 
I work rs go 
eribs 


rises while 


off to get married and lean over 


ad of files. 
as it is natural for 
and then 
young after she 
Elderly 
cognize their age, act ac 
that mat 
realize it 


It is as paradoxical 
a voung girl to yearn to be old 


pretend to he reaches 


that uneertain age 
are sensible ré 
cordingly, and 
will not only 

treat them fairly. 
interviewed Lo! 
skilled offices 


trust hte 


needs them but 
According TO the 
TH 


( mploye ( 


will 
oynecologist 


OFFIcE, the older 


women who 





and able 


well, has 


that 
acquired 
and 1s 


usually is so experienced 


she does he r work 
both 
a mature 

However, as the reproductive twilight 
older women, many ot 
contend with the 
react hysterically 
period which smothers the last 
youthful bloom; they fear it 
harm their cherished appearances; 
worry about their work and suffer 
pome believe 


a business and social grace, 


asset 


acToss 
have to 
some 


comes 
them meno 
pause. women 
to this 
trace ol 
will 
they 
great anguish. sources 
that during menopause the older woman 
worker should be transferred to jobs re 
quiring less manual 
dexterity. Modern endocrinal treatment 
has helped and psychiatric aid has been 


concentration or 


beneficial. 

Onee more it remains for 
to take a stand, to anticipate, un 
and openly’ clarity its policy 

older woman worker. Such 
alleviate the unnecessary 
strain of an older woman, who 
spinster, who remained on the 
fears for her seeurity; or a 
family depends upon her 
Briefly summarized one author 


fle 
hy 


eS — 


\s 


manage 
ment 
derstand, 

toward the 
a policy 
mental 

may be a 


can 


job and 
mother 


Mcome, 


W hose 








and I can go quite a while without coffee.” 
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Four Outstanding Companies Show How You Can 


ELIMINATE A BIG COST OF 
MAJOR BUSINESS. 
OPERATIONS... 



























f 
oe 


Peery 


Sawyer $, Ime. uses Copyflex to prepare account 
ing reports without retyping of basic informa 
tion. With Copyflex, an original or any portion 
of an original can be reproduced easily and 
quickly Important information is thus distributed 
to different individuals and departments faster 
Six typists have been freed for other work 


Desk top Mode! 100 Copyflex copies orig 
inals 11 inches wide by any length. Makes 
up to 300 copies of different letter-size 
originals per hour. Only $498.50. Other 
models available to copy originals up to 
46 inches wide 


with Revolutionary Copyflex 
One-Writing Method! 


Everywhere, progressive firms like those described here are 
simplifying and speeding business operations with the revolutionary 
one-writing method made possible by modern Copyflex copying 

produced directly from purchase orders. Time machines. You surely can, too! 

cost, and errors of manual copying have been P . 

eliminated ~ With Copyflex, you write basic information only once—the entire 
; series of varied copies needed to complete any systematized busi- 

ness operation are mechanically reproduced from the original. 

You eliminate the big cost and delay for retyping or rewriting 

constant information from one form to another. 

Copyflex machines are clean, odorless, economical—letter-size 
copies cost less than a penny each for materials. Copyflex will fit 
readily into your present systems. Mail coupon today—it can mean 
important savings for you. 





Link Belt Company utilizes Copyfiex in various 
offices to save time and money in order-invoice 
operations. With Copyflex, customer invoices are 
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$. C. Johnson & Som, imc. uses Copyfiex to 
simplify purchasing-receiving operations. Re- 
ceiving data is added on to a translucent copy of 
the purchase order, then Copyflex copies serve 
as receiving reports and notices. No costly re 
writing of basic order information, no manual 
copying errors 








(BRUNING 
Copylex 


CHARLES BRUNING COMPANY, INC, 4700 MONTROSE AVE., CHICAGO 41, ILLINOIS 
In Canada: Charles Bruning Company (Canada) Lid., 105 Church St., Toronto 1, Ont 





Specialists 
in Copying 
Since 1897 


Copies anything typed, written, 
printed or drawn on ordinary 
translucent paper—in seconds. 


Perce ee —4 
j Chartes Bruning Company, Inc., Dept. 112-G ] 
1 4700 Montrose Ave., Chicago 41, IMinois 1 
- Please send me information on the Copyflex process and machines 1 
PRODUCTION CONTROL . 
l Name Title ] 
i Lilly % Company uses Copyfiex to prepare | 
production control paperwork on a fast, one 1 Compeny 
writing basis. Production information is typed 1 { 
only once on translucent originals. Copyfiex Address 1 
copies serve as schedule sheets, production 1 
tickets, material requisitions, and other pro- | City County Stete | 
duction control records iL J 
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on the “Woman’s Medical 
Problems” 
“Nine times out of ten 


nesswomen on ordinary 


subject ot 

obs rved: 
normal busi 
jobs may have 
some hours of mild melancholy, a slight 
increase in irritability and anxiety, and 
are sure to recover to live happily and 
successfully in office and home for years 
to come.” Still, some cases can be se 

vere, 

Another important interest 
to working men and women, young and 
older, is health and safety on the job 
In its survey on the subject, the Na 
tional Safety Council concluded that 
most measures which protect men trom 
injury also will protect women. While 
that study concentrated on women In 
dustrial workers, its findings still are 
pertinent to their sisters in’ business 
offices. Of chet import, management 
should be guided by knowing: (1) Wo 
men are not as men. (2 
Women are smaller than men. 

The parallel between industrial and 
office workers further. Many of 
the 18-to-30-year-old women suffer the 
same chiet accident complaint : slips and 
falls. This may be largely attributabl 


aspect ol 


) 


strong as 


LOCS 





to women’s physical structure. Women’s 
thigh toward the 
although — the “knock-kneed” 
effect usually is plumply camouflaged by 
sott lave rs of flesh over the thighs. Not 


women imeling 


hones bow out knee, 


resulting 


forward at the 
hips as they gracefully, swayingly mov: 


only do 


along, but they do not stand as erect as 
men 


have 


As a consequence, women tend to 
a harder time in keeping their bal 
said to fall for 
Result: a female proneness to 
shipping and 
othees 


ane although men are¢ 
women. 
falling in 
and supermarkets. 
Various 


legal protection for workers. 


workshops, 


state governments preserih 
In the past 
75 vears there has been a great increas 
in labor legislation which often was in 
stituted to protect women workers and 
later was carried over to cover males as 
well. Practically all states legally limit 

weekly employment. otf 
About halt the states 


women to have 


the daily and 
women, 


require 
a day of rest each week. 
Meal times and additional brief rest pr 


riods also are prescribed by some states. 
Night work for is controlled or 
prohibited by some states Panitary La 
cilities, weight lifting, 


women 


limitations on 














“I have him only part-time — when he’s not at the office.” 
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HIGH FIDEL/TY 


OMPTOMETER 


OMMANDER 


‘ dictation-transcription machine by Comptometer 


with amazing UNIMATIC remote-control microphone 


MAKES DICTATING AS EASY AS TALKING 

An electronic miracle in the simplification of dictation has been 
achieved by Comptometer. Now you can forget the mechanics 
of recording and have your mind free and clear for better 
dictation. All you do is talk into the Unimatic remote control 
microphone which fits the palm of your hand. One simple 
button lets you dictate, listen, reverse to review, or even to 
“erase” and replace a word or phrase. When finished dictating, 
press other button to mark length of letter—everything is 
automatically recorded by remote control. 


++. saves more than it costs—The flexible Mylar* magnetic 
recording belt can be used for thousands of dictations. 


It “wipes’’ clean in just one second, ready for re-use. The day- 
after-day savings over costly ordinary one-use belts or records 
more than return your Commander investment. And only 
Comptometer guarantees these mailable belts for life. 


... erases unwanted words —You will hand your secretary 
error-free dictation she will transcribe twice as fast and right 
the first time. Error-free because you can electronically 
“erase’’ any unwanted part of your dictation and replace with 
the new or correct thought—No extra correction instructions 
to add. And, for economy-minded offices, the same Com- 
mander unit can be used for both dictation and transcription. 
Mail coupon today. *Mylar-Dupont'’s trademark for its Polyester Film. 


SEE ALL THE YEARS-AHEAD FEATURES DEMONSTRATED IN YOUR OWN OFFICE! 


also available In Canada 


another outstanding machine to speed American Business by 


OMPTOMETER’ 


For More Information Circle No. 
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Comptometer Dictation Division, Felt & Tarrant Mfg. Co. 
1715 Marshfield Ave., Chicago 22, Illinois 


Gentlemen: Without any cost or obligation please arrange: 
( FREE DEMONSTRATION (0 FREE 10 DAY TRIAL 
(2 Send complete information 


Name — —_ 


Company 
Address __ 


City 





County 
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Our 57th year 


® 


Artisans of 
Fine Papers 


WAUSAU 
IMPRESSION 
PAPERS § 


ai 


Sust ihaan we're Cooking for. i 


paper that gives clear, 
handle on our machines. 


sharp impressions 


easy to 
One of the Wausau Impression Papers is sure to give*you the 
impressions YOU are looking for. 


Wausau song sion Papers are ‘made for the three major duplicat- 
ing processés: offset, stencil duplicating, spirit or gelatin proces 
The aidiiae Wausau Impression Paper line is availa 


L.| 


2 is available nation 
ally through authorized distributors and stationer: 


WAUSAU PAPER MILLS CO. 


General Sales Offices 


111 W. Washington Street, Chicago 2, Illinois 
MILLS at 


GEG; 
ay 
* yssouunon S/ 

BROKAW, WISCONSIN—Member=Wisconsin Paper Group 


For More Information Circle No. 416 
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and prevention of work under detri 
mental conditions also are required by 
some laws. Most or many of these laws 
were Introduced to protect women work 
ing in factories sooner than those work 
ing in offices. Wages and hours of 
work also are covered, though not every 
state or territory has each or all of these 
standards and statutes which vary from 
state to state. 

A practical as well as philosophical 
view of the subject of working women 
shows that even as working men—work 
ing women are here to stay. More 
female than male babies are liveborn. 
Millions of men have perished in wars. 
Both our expanding economy and higher 
cost of living eall for a greater labor 
supply which first tapped women as 
wartime working patriots (ever since the 
Civil War) and now demands them in 
offices and factories. 

A summing up can start with quota- 
tions from a survey by the National 
Safety Council which determined that: 
(1) Women are not more susceptible to 
dermatitis. (2) Women are not more 
likely to have accidents. (3) Women are 
not more subject to fatigue (though 
they recover strength and energy more 
slowly than men). (4) Women do not 
lack mechanical or administrative abil- 
ity. (5) Women do not have greater 
manual dexterity (though they tend to 
have slower mental reactions resulting in 
slower muscular action). (6) Women 


Ps} 
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are not especially good at monotonous 
work which bores them just as much as 
it bores men. (7) Women make able 
workers both in the office and factory 
just as they do in the home. (8) Women 
do not work only to buy luxuries be 
cause many of them have bought their 
independence and help support families 
by their labors. 

There is no eonelusive proof that 
women are either physically or mentally 
inferior to men sinee abilities and ¢a- 
pacities tend to vary aecording to indi 
viduals. Women do have physiological 
particularities which have 
eussed here. Women’s needs are equal 
to those of satcty, 
working conditions, equal pay for equal 
work, and similar considerations. There 
are particular, women-only limitations 
of a gynecological nature. Once man- 
agement has informed itself of women’s 
physiology in relation to their physical 
needs, it is advisable to set policy frank- 
ly and advertise it openly. 

Facts should replace fiction, mainly in 
the minds of men, about the supposed 
limitations and inequalities of women 
office workers. It is said that men were 
frightened by the early typewriters in- 
troduced in the 1880’s! Women not 
only have to contend with their own 
physiological and psychological bounds, 
but with men’s prejudices. Women still 
have to convines that Victorian 
days have past. 


been dis 


men in the eases of 


men 


Ap 
ae 








Shh! The new Royal Electric 
speaks softly 


LISTEN CAREFULLY! Here’s exciting news for every 
boss who’s tired of typewriter noises. (And every 
girl who has to do the typing.) 

Royal has cut down the noise of electric typing. 
The new Royal Electric is lined with an amazing 
new soundproof material... actually reduces 
irritating typewriter noises. This means a quieter 
office—an office where both you and your typist 
will work better. 

What’s more, typing’s 13 times easier on the 
quiet Royal Electric than a non-electric type- 
writer. And because it’s so much easier, each 
typist does more work... better-looking work... 
in far less time. You save money. 

How much? Phone your Royal Representative. 
Together, you can analyze your set-up, taking into 
account salaries, days worked per year, hours 
typed per day and production rates. You'll be 
quietly surprised at how much the new Royal 
Electrics can save you. 


ROY, L electric 


standard « portable « Roytype® business supplies 


Royal Typewriter Company, Diriston of Royal McBee Corporation 


For More Information Circle No. 195 
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Just put your hand here 


—to feel how every finger (of either hand) falls iifto natural, 
easy working position... how the over-size, plainly labeled 
control keys give direct “live” response...how Totals and Sub-totals are 
obtained instantly by depressing bars, with no space strokes 
required. This is the first adding machine to fit the human hand 
—the first new keyboard granted a patent in years! 


...then watch what happens here 


Actual items you enter on keyboard appear in this 
Check Window before they are printed or added. For the 
first time on an American 10-key machine you see what you're adding 
—so you can work quickly and accurately. Note, too, how Clear Signal 
prints automatically on tape with the first item following a total. 


True Credit Balance prints without extra motor operations or pre-setting! 


..also how 


~ 
! > ode ‘ride ‘rs 
NEW! New model Frid n offer ; THE NATURAL WAY 
rapid multiplication with automatic ADDING MACHINE 


step-over of multiplicand. THE AUTOMATIC CALCULATOR 
THE COMPUTYPER + ADD-PUNCH MACHINE 
Call your Friden Man! Friden sales, instruction, service throughout U.S. and world. 
Friden Calculating Machine Co., Inc., San Leandro, California 
For More Information Circle No. 182 
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Learn How to Deal 
With Organized Workers 


ANDREW J. DALTON JR. 
Acme Consulting Service, Kansas City, Mo. 


T IS OUR sincere conviction, after 15 
years in labor relations work, that, 


A due to the human aspects of the man- 
agement-labor relationships, it is utterly 
impossible to draft a formula that will 
permanently guarantee harmonious re 


lations between workers and employers. 
This field absolutely defies reduction to a 
static, inflexible formula which ean be 
successfully applied, like arnica, to a 
sore spot in times of trouble. 

We can and do tell you this! Mutual 
trust, confidence and liberal dosages ot 
the Golden Rule are a must in the nego- 
tiation of a suecessftul labor agreement, 
and a mutually satisfactory administra 
tion thereof. 

Let us give you a concrete example of 
what we mean. A few years ago, we had 
just suecessfully negotiated a new labor 
agreement with a segment of the A.F. 
ot L. When we returned home, for our 
secretary to type up the new agreement, 
she unintentionally omitted a one sen- 
clause from the bottom of 
page. We failed to note the omission, 
signed the agreement for management, 
and mailed it to the union business 
agent. Strangely enough, he, too failed 
to catch the oversight, and appended his 
signature, returning the agreement to 
us. The clause was not bargained out, 
only omitted through a_ typographic 
error. 

Two or three days passed, then some 
eagle-eyed union member noted the ab- 
sence of that clause, calling it to the at- 
tention of his business agent with, I am 
sure, considerable “chewing.” The B.A. 
wired us posthaste. Some of our “one- 
star” generals counselled holding them 
strictly to the agreement, as duly co- 
signed. 

Turning a 
agent 


tence one 


“ 


wired the 
acknowl- 


deaf ear, we 


business immediately, 
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edging and expressing regret for our 
error. We had the corrected sheets, with 
the clause restored, in the next mail to 
all concerned. It’s been truly said, “You 
ean win a battle, but lose the war!” 
Looking ahead, we could see where, if 
we remained adamant, at next year’s 
bargaining session the union could have 
had a Roman Holiday at our expense. 
In fact, it would have been hard to 
eriticize them. 

Not that we deny you should “play 
‘em to the hilt’? when you’ve got a pat 
hand. We reeall at one time we had a 
contract with the C.I.O. containing an 
automatic renewal elause. This clause 
in an agreement places the burden upon 
the party desiring contract changes to 
notify the other party a minimum of 
time, usually 60 days, before the con- 
tract expiration date. This year, the 
notification date came and went, without 
any notice from the union. Then, in 
about ten days, we got a teary and im- 
passioned letter from the business agent 
asking that we forget the automatic re- 
newal elause, and bargain for certain 
new features in the agreement. 

We said, “No soap,” and, since the 
contract supported us, we heard nothing 
further about it, but we could visualize 
a few prime “sweat sessions” at the 
B.A.’s end of the line. 

In terms of establishing and keeping 
rood relationships, and at the risk of 
vetting a bit ahead of ourselves, we 
would like to recite an ineident that took 
place when we resigned our labor rela- 
tions post with a midwestern corpora- 
tion having 1200 employees. At our 
suggestion and recommendation, we took 
the man who replaced us several hun- 
dred miles and introduced him person- 
ally to the business agent with whom he 
would be doing business for our largest 


137 





unionized group. The aforementioned 
“one star generals” were aghast! 

However, it paid off and helped to 
maintain harmonious relations. The 
union business agent showed pleased 
surprise at this unwonted show of cour 
tesy. My successor subsequently stated 
it went a long ways towards “breaking 
the ice” for him. 

Lest anyone get the wrong concept 
that our mission in life is buttering-up 
union business agents, let’s scotch that 


CANCER LIFE-LINE 


Through films, pamphlets, 
posters, exhibits and lectures, 
our life-line of cancer educa- 
tion reaches men and women 
in business and industry. 
They learn facts about 
cancer which could mean the 
difference between life and 
death. For additional infor- 
mation about a program in 
your plant call the 
American Cancer Society 
or write “Cancer” care of 
your local Post Office. 


© AMERICAN CANCER SOCIETY 


fast! We have participated in many 
stormy bargaining when the 
dove of peace lost his tail feathers, with 
attendant table pounding and cussing. 
But we have always kept our 


eves (and suggest you do, too! 


SCSSLONS 


before 
) the 
that a union business agent is essentially 
time for the 


Tact 


“ 


a “pro,” 
dues-paying members who may also be 


working at the 


bargaining committee 
These and 
union members, through their dues, pay 
the freight tor a Why not let 
them have it, and understand why it is 
being conducted! 


represented by a 
ot employees. employees 


show! 


Let’s get back to the agreement itself. 
If mutual trust and good faith are ab 
sent, we doubt if even the Chief Justice 
of the Supreme Court could dratt a con 
tract, the interpretation of whieh th 
parties would not be arguing within five 
minutes atter it We 
cannot overemphasize this point: mutual 


was pre sented. 


good faith and trust are a must in good 
labor relations! 

A few years 
group of people interested in 
lations assembled to dratt “a 
eontract.”. Regardless of how high were 
then afraid then 
project was foredoomed to substantially 


ago, a well-intentioned 
labor re 


pertect 
intentions, we Are 

less than complete SUCCESS, They were 
working with effect rather than 
It is our opinion that, in an atmosphere 
of healthful industrial 
labor eontract oO! working 
will flourish like the gvreen bay tree. It’s 


as that! 


CAUSE, 
relations, a good 


Instrument, 


as basic 

Before we envision a typical bargain 
ing session, let’s consider what’s at stake. 
Should the company you represent, for 
sufficient feel that it 
ean adjustment 
than that requested, or perhaps no in 
upon you, as the 


good and reason, 


grant only a smaller 
erease, it devolves 
management representative at the bar- 
gaining table, to mold a presentation of 
your company’s position which will be 
clear, reasonable and logical. There are 
times, tor every 
when the 


“buy” your 


relations man, 
simply will not 
regardless of 


labor 
employees 


story, how 
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) Castern 


VENETIAN BLIND CO. 








Wattonal Accounting Machines save $44,880 a year 


—return 102% on investment annually!” 
—EASTERN VENETIAN BLIND COMPANY, Boltimore, Md. 


**Mokers of Eastern’s Stor, the heavenly new venetian.” 





In your business, too, National ma- 


chines will pay for themselves with 


“The money National Accounting Machines save us—and the 
valuable information they furnish so promptly—have been 





helpful to us in maintaining our position in this field. We 
estimate our $44,000 investment in National machines is 
returned to us in savings at the rate of 102% annually. 

“Our Nationals do a particularly outstanding job on Pay- 
roll, Accounts Payable, Cost Distribution, Sales Analysis, 
Accounts Receivable and Age Analysis. 

“It’s easy to shift from one accounting job to another on 


Nationals. Aut tic fea- 

aves slleve ‘opeenent "al ee me 

repetitive effort.” ‘ President 
THE NATIONAL CASH REGISTER COMPANY, payTon9, oHI0 


989 OFFICES IN 94 COUNTRIES 


For More Information Circle No. 
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the money they save, then continue 
savings as annual profit. Your nearby 
National man will gladly show hou 
much you can save—and why your 
operators will be happier. 










TRADE MARK REG. U, &. PAT. OFF. 








logically presented. 


Born in the manpower-hungry days ot 


World War II, and dying hard, if at all, 
is this typical example of a certain type 
employee attitude: “We deserve a raise 
because we want one!” 

The problem of additional operating 
expense, which this wag« 
most certain to bring, is not so readily 
solved by the Old Man in his front 
office, although he probably has a rea 
sonably good concept of the value of 
employee morale. He also knows that 
he must continue to pay dividends to 
Keep his securities attractive in a high 
ly competitive market. He also knows 
that a certain percent of his revenu 
must be plowed back into the business 
for modernization, replacement and ex 
pansion. He knows hfs competitors 
won't stand still! Neither 
survive ! 

Here are some pitfalls every company 
negotiator should avoid: 

AVOID SMUGNESS. 


increase is 


can he, and 


This 


invites 


EM MERT 


COUNTER-BALANCED 


FULL-SCALE 
DRAFTING UNITS 


EMMERT Full-Scale Units, equipped 
with EMMERT Micro-Drofters, con- 
tribute more towards the elimination 
of costly design and manufacturing 
errors than any other factor in the 
drafting room. 

They are built in 44 standard sizes 
and special sizes to fill any demand. 
Perfectly counter-balanced and 
equipped with self-aligning bearings, 
the units move with a smooth gliding 
action and nager require locking in 
position. Their accuracy in drawing 
long continuous’ parallel lines—hori- 





labor trouble, if 

mean business, 
AVOID A 

CONCERN. 


only to show you they 


SHOW OF UNDUE 
This invites them to yell 
“Strike” every time in the future a de 
mand is not Without offending, 
avoid directing too much time and effort 
to the business agent to the exclusion of 
an employee bargaining committee. As 
mentioned before, the B.A.’s a “pro” 
who probably rolls on to the next as 
signment before the seats around your 
table have Train 
your big guns on the Employees’ Bar 


met. 


bargaining cooled. 


Committe 


B.A. 


raining 
After the 
(youl 

morale 


present, 1f any 
departs, these peopl 
employees ) return to influene 
and thinking your em 
ployees for another contract year. 
AVOID PERSONALITIES AT ALL 


COSTS. Nothing ean be more useless 


among 


time-wasting at a bargaining ses 
than two principals who 
stomach each other. 


and 


sion, cannot 


If this sad Impasse 





zontal and vertical--the full length and height of the board is unmatched in any other equipment. EMMERT has 
gained a nation-wide reputation with these units, one installation alone employs 15 units 7 feet high by 141 feet 
long. Write today to Dept. O for complete information. Learn how EMMERT can cut your operating costs. 


DRAWS 


a. ie ee, ee ae 


LINE 


EMMERT MANUFACTURING COMPANY 


WAYNESBORO 


e ee i ee ee, 


For More Information Circle No. 232 
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Why waste girls... 





on such routine office chores as stamping, marking, imprinting, 


cancelling, coding—by hand? These are tedious, time-costly jobs 


that a Tickometer does eight to ten times faster. . 


e The Tickometer counts and/or imprints up to 1,000 


pieces per minute—checks, coupons, sales and production 


slips, tickets, tags, product labels, inserts...has innumer: 


applications in office or factory. And it is saving time, 


expediting operations, cutting costs, for thousands of 


companies — small as well as large. 


.at much lower cost! 


able 


e The Tickometer counts as it prints, or counts separately 


It’s so accurate banks depend on it to count currency! 


e It registers whole or part runs. Easy to set up, easy to 


use. Feeds and stacks automatically, stops for faulty items. 


e Can be bought or rented... . Pitney- Bowes service 


available from 289 places, coast to coast. Ask the nearest 


PB office for a demonstration. Or send the coupon for a free 


illustrated booklet 


Af Py 


New Package 
Imprinter 


Imprints folding cartons, 
containers, bags, etc. up 
to 7,500 an hour, as needed 
—reducing package 
inventories and waste 

in preprinting. No tools 
required, can be operated 
by anybody. Ask for 
demonstration, or send 
coupon 


and case studies. 











Pitney-Bowes 


Counting & Seavinaine Machine 


Made by originators of the postage meter 
.. Offices in 96 cities in U.S. and Canada i 
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Name 


Address 
For More Information Circle No. 


1956 


PITNEY-BOWES, 
3447 Walnut Street 
Stamford, Conn 
Send free booklet on Tickometer 
Send free booklet on Package Imprinter 
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THANK YOU 


for your response 
at the show...to 


AMAZING 


DIAGRAPHY. « 


STENCIL DUPLICATING 
COMPOUND 


® Looks like hand 
lotion 


MAKES MIMEOGRAPHING THE See 
WORLD’S CLEANEST DUPLICATING PROCESS! ee ars a ie 


duplicating ink 
DIAGRAPHY does away with all the mess of old-fashioned, 
oily, sticky black ink! Like magic this marvelous, smooth 





Prints BLACK, like magic 


Won't stain hands, nails, or 
: ; y clothing — washes out with 
lotion, prints sharp, clean BLACK copies. Drip-proof can soup and water 


creamy liquid . . . pastel green . . . yet colorless as a hand 


further enhances cleanliness. 


WATCH FOR DIAGRAPHY IN YOUR CITY 


Won't offset, blur or fade 


Works without change to your 
Past : 





FEATURING COMPLETELY AUTOMATIC <@ 
“POWER-TOUCH” m 


™ : . ‘ > . 
List ona, Model 6-A Model FH-5 bs > 
$139°° Plvs FET. 
we. PRINT-O-MATIC FOLD-O-MATIC 


Model 6-A Electric Mimeograph Stencil Model FH-5 Desk Model 
DUPLICATOR ELECTRIC 
FOLDING MACHINE 


Internal semi-automatic inking 
Automatic roller release. New, lower price! Ball bearings and 
From post card to legal size self-lubricating bronze bearing 
New added feature! Variable speed throughout 
control from 20 t 120 copies per e New feed mechanism 
minute No gears. Larger Universal moto 
New paper stacking device, 


PRINT-O-MATIC Co., INC. 


724 W. WASHINGTON BLVD. ©- CHICAGO 6, ILLINOIS 
For More Information Circle No. 205 
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What I Expect in 
Office Machine Servicing 


T. M. SHERWOOD 
General Service Supervisor, B. C. Telephone Co., Vancouver, Canada 


WAS ASKED by a representative 

of one of the leading typewriter 

firms, what an office manager ex- 
pected in the way of service for his 
business This man wanted 
me to disregard all his problems and, 
quite selfishly, to state exactly what / 
should like to have in the way of service 
if the sky was the limit. 

Strangely enough, I find-it quite hard 
to think only of what I should like and 
co write it down without tempering my 
thoughts with what I know to be the 
dealer’s difficulties. However, since he 
didn’t want me to consider him, I shall 
try not to. 

First of all I want preventive main- 
tenance of a quality that will all but 


STOP g 


machines. 


eliminate the trouble call. I want my 
maintenance contract at an equitable 
rate; I want it to include an adequate 
number of inspections a year; and I 
want the inspections made regularly and 
promptly. 

[ expect the maintenance service man 
to be efficient, intelligent, polite and tidy 
in both workmanship and appearance. 

I want him to be so loyal to his 
company, and his section of it, that he 
will consider it a blot on his conscience 
if a machine under his care is allowed to 
give trouble. He should have a fanatical 
conviction that any machine can be made 
to last forever—almost ! 

He should be completely untouched by 
the sales department. His training 


vessing = START saving 


@ Chronologically records actual on-and- 
off time by duration. 





@ Gives absolute time-study data per operation. 
@ Establishes true cost accounting. 
@ Permits supervision of parts replace- 
ment, repairs, maintenance. 
@ Gives total operating time of machine, 


feed or belt-line. 
@ Allows ability to anticipate equipment servicing. 


TIME RECORDER + TOTALIZER 


TR+T records on continuous 4-month tape. Uses no 
ink. No maintenance. Thousands in use in large and 


small plants. 


Now get complete, accurate, documented production 
data on any machine, process, operation. Eliminates 


costly, inaccurate spotchecks, time studies. 


STANDARD INSTRUMENT CORP. 657 sroanway 


THe OFrice 


. Division of HEAT-TIMER CORPORATION New York 12, AON 
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SYV7TRON Vibrating 


ENVELOPE 
JOGGERS 


Speed office procedure 
reduce costly damage 


Eliminates cut or torn correspond- 
ence. Open envelopes quickly and 
safely without danger of mutilat- 
ing contents. SYNTRON ENVE- 
LOPE JOGGERS automatically 
align contents of envelopes for 
fast, clean opening either by 
manual or machine methods. Save 
time and save money— 


Write for Catalogue — FREE 
SYNTRON COMPANY 


715 Lexington Ave. Homer City, Pa. 


For More Information Circle No. 403 
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should be the antithesis ot the 
logic. In other words he 
machine 


sales 
should love each 
and each model of each machine 
so that the thought of replacement (eX 
cept ot the number of parts 
to keep it a pertectly) should 
never enter his head. His infrequent con 
versations with the operi itor of the ma 
should be such that he 
her that she owns the 


should 


mininum 


chine would con 
best machine 


herself 


Vilice 
in town and 
lucky. 

He should 


enable 


consider 


sufficient 
make all 
the machine as 
It he discove rs) some 
able to eorrect, he 
mechanic to 


have training to 
adjustments to 
repairs. 
is un 
for a 
machine as 


him to 
well as some 
trouble he 
should wtrrange 
examine the 
SOOTL as possible. 

Ile should never le ave 
he has serviced it, 
every single one ot 
then he should 
ot the machine 
officially turns it 

He should get the operator to initial a 
service document in triplicate, leaving 
one with her, sending one to the General 
Service Bureau of the company 
responding section or person ) and keep 
ing one himself. He should note on the 
General Service truthfully, clearly 
and concisely, without sarcasm or malice, 
any remarks made to him about the 
machine by the operator. 


a machine, after 
without checking 

its movements. Even 
ask the regular operator 

to try it out betore he 
back to her. 


(or cor- 


COpy, 


He should know how to do his job and 
he should do it in a manner that inspires 
confidenee. There should never be a@ pos 
sibility of an operator saying, after he 
has gone, “It worked much better be 
fore he touched it!” In other words, he 
should never make any adjustment that 
changes the feel of the with 
out asking the operator if she wants it 
to be adjusted or, if the adjustment is 
absolutely essential to the trouble-free 
operation of the machine, without telling 
the operator what has been done and, in 
some Cases, why. 

If, while 


out the 


machine 


watching the operator try 
machine, he notices that she is 
doing something wrong, he should resist 
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ASSIST 


Why putting a photocopier 
in every department 


is now a sound bkusiness move 


Kodak’s new Verifax Signet Copier— 
priced at $148—makes it every bit as 
practical as having a typewriter at each 
secretary's desk. 

No time is lost traveling to the central 
duplicating room. No time is lost waiting in 
line for copies. 

All departments get Verifax copies as soon 
as needed—5 in 1 minute for just 2%é each. 
Your savings in “travel time,” alone, quickly 


exceed your surprisingly low investment. 

More specifically, if each department 
eliminates only one page of typing per day, 
you'll be dollars ahead the first year. 

Send for free folder giving details on the 
$148 Signet and other Verifax Copiers, and 
valuable booklet revealing the 101 short cuts 
Verifax copying has brought to thousands 
of offices. Or get in touch with nearest 
Verifax dealer listed in the 
“vellow pages.” 


MAIL COUPON TODAY 
EASTMAN KODAK COMPANY, Business Photo Methods Division 


343 State Street, Rochester 4, N. Y. 


Gentlemen: Please send free Signet folder and 


“Short Cuts” booklet. No obligation. 
Name —_ ; ‘i - Pr 


Company _ 





a 


City 





213-11 


sition 
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YOURS 
on request: 
this informative book 


to help you select 


the right paper 


for each of your 


business records 


ANSONsS 


PAP ER 


. makers of permanent 
prestige business papers 


WRITE ON YOUR BUSINESS 
LETTERHEAD FOR BOOKLET 4F1: 
PARSONS PAPER CO., HOLYOKE, 
MASS. © PPCO 1956 
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the impulse to say “Hey! That’s not the 
way to do that”, or “No wonder you'r 
having trouble. You're doing all th: 
wrong.” 

Rather, he should size up the tempera 
ment of the operator and develop his 
approach accordingly. If she appears to 
be a pleasant and tractable person he 
can probably use al approach such as, 
“When you're using letterhead paper in 
a very wide-carriage typewriter, it is 
best to insert it at one end or the other 
rather than in the middle of the car 
riage” or “Many people find they get 
clearer carbons if they clean their type 
each morning.” 

If there’s any doubt in his mind about 
the way in which a suggestion Is going to 
be received, he shouldn’t make it to the 
operator at all but should tell his boss 
about it instead. The boss will know 
how to pass it along. In any event he 
should make a note of it on the copy ol 
his service report 

Having done all these things, lhe 
should move on to his next job with an 
absolute minimum of conversation but a 
cheertul, “Good bye.” No more should 
be said than enough to be polite. 

If it is necessary for a mechanic to 
eall, either because the serviceman has 
reported trouble or because the operator 
has had to place a trouble call, the me 
chanie should turn up within the hour. 
He should have all the excellent quali 
ties of the serviceman, and in addition, 
should know everything there is to be 
known about a machine. 

If he is able to make the repair on the 
spot, he should adhere to all the rules 
outlined above for the serviceman; 
ability, manners, speed, silence, confi 
dence, cheerfulness, and all the rest. 

Except when it 1s impossible hecaus 
of the size or model of the machine, he 
should come prepared with a repair 
loan in his car in ease he finds that the 
machine must be taken into the shop tor 
an estimate. 

He should be capable ot making a 
rough estimate of the cost in case of a 
shop job but he should never give one 
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How XEROGRAPHY 


can cut duplicating costs and speed paperwork 
for YOUR company 


Since xerography was introduced, hun- 
dreds of companies have found thousands 
of applications for this fast, economical 
process which copies anything written, 
printed, typed or drawrz onto masters for 
duplicating. Its uses are ever-expanding! 
Folders are available telling you what 
xerography is and what it does. ‘‘Proof-of- 
performance” case histories showing sav- 
ings from $8,000 to $250,000 a year by 
individual companies are also available 
telling how these companies, large and 
small, use xerography. Some examples: An 
industrial firm saves $18,000 a year on 
various applications including production 
order writing. An insurance group saves 


MILLIONS of dollars are 
being saved yearly by 
hundreds of companies, 
using this DRY, 
ELECTROSTATIC 
COPYING PROCESS 


$10,000 a year on its directory. A grocers’ 
cooperative saves $15,000 a year on a price 
order book alone. A department store saves 
$9,600 yearly. An automotive manufac- 
turer, among other uses, copies engineering 
drawings in reduced size by xerography 
saves $250,000 a year. These figures are 
taken from a few of many case histories on 
the amazing savings being made by the use 
of xerography in business, industry and 
goverment. 


WRITE for xerography folders and case his- 


tories showing how duplicating costs can be cut 


and paperwork speeded in your particular field 


THE HALOID COMPANY 
56-23X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


{ ZE-ROG-RA-FEE) 


The fastest, cheapest, most versatile way to make masters for duplicating 
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LUCKIEST GIRL IN THE OFFICE 
IS THE ONE 


wre 


WHO USES THE FASTEST 
10-KEY CALCULATOR... 


Comptograph is the new all-electric office wonder that adds, subtracts, multiplies, 
even divides at 202 printings a minute. A scientifically improved machine that 
is quiet, compact and easy to use. Five fast new models insure constant speed 
with faultless accuracy at all times. For a demonstration’on your work, write 
us or look in the Yellow Pages for the Comptometer Products salesman. 


Products by COMPTOMETER 


COMPTOGRAPH® «© COMPTOMETER® ¢ DICTATION MACHINE 


FELT & TARRANT MFG. CO. 1715 North Paulina Street, £hicago 22, Illinois 2 
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anless he is asked for one. He should 
always qualify his estimate to allow for 
hidden trouble but he should try not to 
overestimate or to give the operatol the 
impression that she is using an old crock 
of a machine! 

Ile should be absolutely sure, before 
he takes the troublesome machine away, 
that the repair loan is working perfectly, 
and is adjusted to the operator’s re- 
quirements. He should ask her to try the 
lent machine and make sure that she is 
happy with it. If it is a newer model 
than the one she has been using he 
should avoid any sales-talk comparisons; 
other than explaining its operation he 
should let the machine (or the regular 
salesman) make the sales effort. In facet, 
he should never consciously think about 
sales at all. 

When he finally gets the troublesome 
machine on his bench he should go over 
it with a fine toothed comb so that he 
will uneover all the troubles that exist 
and not only those that have been point- 
ed out to him by the operator. 

Ile should assess them intelligently, 








“Before you're here long, you'll hear an 
ugly rumor that I'm a hard man to work for. 
Ignore it! Understand?!!” 
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World-famous 
COMPTOMETER'‘ 
SPEED 


WITH FLOATING TOUCH 


ACCURACY 


WITH 3-WAY CONTROL 


2. 


QUICK ANSWERS 
WITH DIRECT ACTION 


e For a demonstration of this high- 
speed adding-calculating machine on 
your own work call the Comptometer- 
Comptograph representative. 


Products by 
COMPTOMETER 


Comptograph® - Comptometer® - Dictation Machine 


FELT & TARRANT MFG. CO. 
1715 North Paulina St., Chicago 22, Ill. 


For More Information Circle No. 350 
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with the customer’s interest 
mind, and he should decide 
be done, which might be done, end 
which are not worth doing. He should 
prepare two estimates for the first two 
should state what he has 
included in the third. This approach 
should be absolutely frank and, of 
course, honest. 


sincerely in 
which must 


cases and he 


Having been given approval to go 
ahead with the repair job, he should 
complete it with the least possible 108s 
of time. Of course, in the first place, his 
overhaul estimate should have included 
all the machine’s troubles, not just those 
which the operator had pointed out, and 
now, when the job is complete, he should 
check all actions of the machine, not just 
those which the operator had pointed 
out as giving trouble. 

Someone should 
chine when it is 
tomer and he 
to try it to make sure that it is as she 
would like it. He should avoid enumerat- 
ing, tor her benefit, all the things that 
were done; it is a 
probably doesn’t understand him and, in 
doing it, it is so easy to make the ma- 
chine seem lke something rescued from 
the junk heap. Such 
tightened this as much as I dare” or 
“T can’t adjust this any further because 

.’ are harmful rather than helpful. 
If these weaknesses must be pointed out, 
then they should be taken up with the 


boss. 


accompany the ma 
returned to the cus- 


The foreman of the repair shop should 


maintain a history record of each ma- 
chine and should be very sure that every 
maintenance man or repairman is sup- 
plied with, and makes himself familiar 
with, the peculiarities of each machine 
he handles. He should keep the same 
men in the same territory so that they 
not only get to know their machines and 
where to find them. Whenever it does be- 
come necessary to put in a substitute or 
replacement man, the foreman should 
make sure that the new man is shown 
around by the man he is replacing, so 
that he will know the location of each 
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should ask the operator 


waste of time, she 


remarks as “I’ve 


customers’ hours 
and machine 


machine as well as the 
of business, regulations, 
control systems. 

The foreman should develop an esprit 
de corps in his men and should himselt 
be an outstanding example. His men 
should want to maintain a better service, 
record than any other group in town®g 
because they believe in their machines 
and their own ability but, also, because 
they believe in their foreman and want 
to please him. 

He should be a diseiplinarian, too, but 
should be so honored for his fairness 
that the fact that he is going to spot 
check their work in the field every now 
and then will be ACCE pted as vood prac- 
tice. In faet, he should have his 
trained to have sufficient confidence in 
their work that they hope he will spot 
the machines they have 
how good they are! 


men 


check one ot 
just done to see 

The foreman should keep the sales 
manager of his firm in touch with the 
condition of his customers’ machines. He 
should be scrupulously careful to avoid 
exaggeration in either direction and 
should have, at all times, only the cus 
tomer’s interests at heart. 

The sales manager should consider his 
department as being a service depart- 
ment with respect to replacements ol 
machines. He should instruct his men to 
cooperate with the maintenance and re- 
pair department in endeavoring to keep 
the present installation going as long as 
it is practical. 

He should honestly and objectively 
represent the condition of the present 
machine just as it was told to him by the 
repair foreman. Only when it is obvious 
to all concerned that a replacement is 
indicated should he press for the sale. 

He should impress on his management 
that his only hope for repeat business 
depends on the maintenance service be- 
ing capable of meeting the challenge 
from all possible competition. And his 
management should take this very much 
to heart. 

The customer today is keenly aware of 


the disease which is breaking out in 
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Millers Falls Onion Skin can 
be purchased in the cut sizes 
of 81/. x 11, 81/2 x 13 and 

81/. x 14 in 500 sheet boxes 
with the New Tilt-Top Covers. 
Handy 100 sheet packets are 
also available. These cut sizes 
are in addition to the large 
standard sizes. White and six 
colors in Cockle, Glazed and 
Smooth Finishes. 





Every day more and more of the paper 

work load in business is being shifted 

from heavier weight paper to lightweight 

Onion Skin Paper. There is a definite 

reason for this. Paper buyers now realize 

that a lightweight Onion Skin Paper 

can do the same job they believed only 

a heavier weight paper could do. 

Letterheads, forms, records, copies and 

literally hundreds of office and factory 

detail paper items are now being produced : 

on Onion Skin. The actual dollars saved if you would like to 
mounts up because sheet per sheet test this Onion Skin 
lightweight papers cost less. Your paper Paper ia “—— 
dollar will actually buy more paper if typewriter (it makes 
you specify and use Millers Falls Onion up te ten clear, 
Skin, the first 25 Percent Cotton Content carbon copies) 


Onion Skin Paper to be manufactured in simply send the 
America. return card for 


your trial 100 sheet 
packet. 





[|] Please send me a trial 100 Sheet Packet of Millers 
Falls Onion Skin, 8/2 x 11, Sub. 9. | enclose 50 cents to 
cover the cost. 


|_| Send me your free “One Lesson Course”’ Booklet. 


| Send me a free Sample Book showing the entire line. 


Company 


Company Address 





SEND 


for this 








helpful booklet 


You should have this handy, helpful, 12 page book- 
let entitled “One Lesson Course in Onion Skin 
Papers”. It tells you the how, why, when and where 
to use Millers Falls Onion Skin. Helpful tips on print- 
ing and handling are also included. You can get it 
without obligation, just fill in and mail the attached 
return Post Card. 


Millers Falls Onion Skin is Made by the 


MILLERS FALLS PAPER COMPANY § This iso sample 


of Millers Falls 
Millers Falls, Massachusetts Onion Skin, 
White — 
Substance 9 — 
25 Percent Cotton Content Onion Skin Cockle Finish. 


The Nations First Manufacturer of 





some industries: planned obsolescence. 

This method of merchandising has 
been developed over many years and has 
been so insidious that for a long time it 
was not too easy to recognize. When it 
is done slowly it is indistinguishable 
from technological advance — in fact, 
perhaps they are one and the same thing 
—but when it is done deliberately; 
without any advance, it isn’t fooling 
anybody. 

The slight difference in the length of 
belt, size of serew, shape of an internal 
part, when adopted merely to force the 
abandonment of older models of ma- 
chine, comes under the heading of dis- 


service and is remembered by the eus- 
tomer as such. 

The manufacturer, therefore, has his 
part to play in this matter of perfect 
service. He should insist that his engi- 
neers and designers keep in mind that 
as many parts as possible in the new 
model must be interchangeable with all 
previous models. He should insist that 
the moving parts of his machine be 
treated to produce the same resistance 
to wear as is found in a fine watch. He 
should feel far more proud of the length 
of time each machine has remained in 
service than he is about the number of 
machines he has sold. 





Procurement and Training of 
Office Machine Mechanics 


O. S. TRAYLOB 
Oftice Appliance Mechanical Institute, Springfield, Mo. 


INCE ACTIVATION of Office Ap- 
pliance Mechanical Institute in 1946, 
more than 700 students have gradu- 
ated from this school and most of them 
are gainfully employed in the office ma- 
chine industry. The greatest percentage 
of our graduates are employed by 
dealers. Some are in business for them- 
selves, others are employed by manu- 
facturers, the Civil Service and various 
industries. OAMI has facilities for 
training 115 students at one time. The 
course ol study takes 18 months to ecom- 
plete. If all the students enrolled in 
our school graduated, there would be 
available only 75 men per year for place- 
ment in the industry. You know there 
ipproximately 5000 dealers in the 
. along with hundreds of branch 
offices representing the manufacturers 
who operate service departments. Un- 
der existing circumstances, it is not 
necessary to be a mathematician to figure 
out why there is an acute shortage of 
trained office machine mechanics. 

The industry can no longer secure a 
trained combination typewriter and add- 
ing machine mechanic for $50 per week. 
The minimum salary for the average be- 
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ginning graduate ranges from $65 to $80 
per week. Service men with a few years 
experience are working for salaries rang 
ing from $280 to $500 per month. 
Dealers are competing in a labor market 
where high salaries are paid and vari- 
ous other benefits offered as an induce- 
ment to keep employees on the job. In 
evitably, the standard of the office ma- 
chine industry must be raised to pay the 
servicemen comparable or better salaries 
than those paid by other industries in 
their community. A great deal of effort 


Trainees studying electric typewriters at Office 
Appliance Mechanical Institute. 





INSTANT PORTABILITY for those heavy, huge, 
hard-to-handle books . . . 


WITH THE 
SELF-LEVELING 
‘ TOP 


Pays for itself in 6 months in the 
average office, where more than 
one person or department uses credit reference 


books, commercial atlases, or other large volumes. 





Height adjusts for stand-up 
or sit-down work. 
cee 
\y 
— \eon 





Eye-strain and back-strain 
from too-iow or 


' aa and _-~too-high books. 
You read with ease pulled “<i Pages not 


from the ABC's through level. 


the XYZ's. i wee 
° ALL | ! 
METAL! 


SY 








= 
—_ 





This new Tiffany wonder automatically levels the 
pages... keeps them flat and instantly readable 
at any point from first to last page. This is accom- 
plished by an ingenious 2-piece top with self- 
leveling suspension that floats vertically and 
laterally ... adjusts itself to any turn of the book 
through concealed balanced spring action. Smaller 


’ volumes used in sets can be joined and used in 
HEIGHT + order and simultaneously. 


At better dealers everywhere. 


For correct height, the Tiffany 
Duplex adjusts quickly; top 


swivels for use by more than 
one person. Transports silently fe 
on 2” ball-bearing soft rubber 
casters. Sturdy, all-metal, the 


new Duplex is available in 5 


colors. 7350 FORSYTH Y- d 
Balanced, graceful design com- ° tan ' Co. ; 


plements modern office decor. ST. LOUIS 5, MO. 
For More Information Circle No. 283 
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has been made by the industry to increase 


the availability of trained mechanies, but 
we are still far short of the demand. 
We believe that the best way for the 
dealer to solve his problem is to find 
in his community who is willing 
to take the necessary training to become 
an office machine mechanic, with the as- 
that a job will be 
him when he completes his training. In 
all probability there are available veter 
ans who are eligible for G. I. Training. 
By advertising in a local newspaper, a 
choice of interested men may be found. 
A suitable man who is eligible for G. I. 
Training, is then told to contact his 
nearest Veterans Administration office 
where he can secure information regard- 
ing the proper procedure to attend 
school or take on-the-job training. 
Contact your nearest State Vocational 
Rehabilitation office for information re- 
garding disabled persons who could be 
trained to be office machine mechanics. 
There are several good men attending 
OAMI at this time who were sent to our 


someone 


surance 


waiting for 


Royal typewriter instruction class. 


school from various Vocational Rehabili- 
tation throughout the country. 
Another source is local young men who 
are good prospects for the office machine 
industry and who can secure the 
sary funds to attend enter 
the trade as apprentices. A selling job 
is necessary to get a man started in the 
right direction. It is up to the employer 
and the man selected to decide whether 


offices 


neces- 


school, or 


“Paper Punches Every Office Needs!” 


CLIX 


3-HOLE PAPER PUNCH 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 
squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $4.00 list. 


MODEL 3..Punches 3 holes 
14" dia., spaced 44%" on cen- 
ters, 4%" from back binding 
edge — standard spacing 
11" x 814" sheets. 


X 








[PAPER PUNCH | 
Order from your Stationer or Office Supply Dealer 


NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 


WESTERN REP.—HARRY HENKEL ASSOC., 1355 MARKET ST., SAN FRANCISCO 


Improved 


CLIX 


1-HOLE 
PAPER 
PUNCH 


Personal paper 

punch for indi- 

viduals, home, office and industry. 

sure of thumb punches clean 14" hole instantly 

in paper, light cardboard, etc. Ideal for punching 
tickets, tags, restaurant checks. 


Light pres- 


12 in counter display carton. 60 
cent list 
” 


MODEL 100x.. 


hole, 4" 


- Punches 4 
from binding edée. 


i 
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Uo 


but only ON. Ee 


lhaas \) 


VERT-A- SORT_ 


. . the Easy-Action vertical paper sorter 
that answers the need for sorting efficiency in 
any business having large or small sorting 
problems. Every Vert-A-Sort Installation made 
has resulted in increased production, no matter 
what sorting methods were used before! 


. +. Made in a variety 
of sizes, all of which 
can be indexed to svit 
your needs. 
Built for years of 
efficient usel 


jb haas 
VERT-A-SORT 


for Complete Details 


PIN THIS AD TO YOUR LETTERHEAD 
and mail to: 
THE COMPANY 


5. CHICAGO AVE. 
euICAGO 17, ILLINOIS 
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THE WORLD'S a3 try a 
LARGEST SELECTION — [229.000 ‘carts om re 
OF MOTORIZED & ortably “sested eto 
MANUAL FILING 

EQUIPMENT. 


ROTARY 
FILES 


Over 15 
Holds gmnodels available 


time of 


One nit ho 
citferent nm several 


FERRIS BUSINESS EQUIPMENT zes 


45 Seymour St., Stratford Cees 
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he should start as an apprentice (on-the- 
job training) or go to school for train- 
ing. 

This is the trained 
combination typewriter and adding ma 
chine mechanic whom you yourself hav 
selected, and who will satisfied to re- 
turn to his home ti (your town) to 
work tor you... all at no expense to you 
except a little personal interest and time. 

The following of study is fol 
lowed OAMI training office ma 
mechanics 


wav to obtain a 


wn 


course 
for 
chine 


SUBJECT ACTURES PRACTICE 


Ba weeks 
week » weeks 
weeks 

> weeks 

week 
4 weel 


toyal 
Underwood 
L. ¢ I 
Remington 
Woodst 
and Tri 
lering 
Handl ing 
kx r Tool 
tenance and Use 
Adding Mac! 


tudent 
3 and Kit 


vi . 
plete over! I 
Y Bac h tude nt 
e np, and ¢ 
ed shelf 


bei ang we 


shing and br Ocess 
are I write 


I 
Standar« Ts ypew 


Class working on Underwood typewriters. 
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Uniquely and completely automatic, the versatile Olivetti 
Printing Calculator automatically multiplies and divides, and 
is also a fast 10-key adding machine, with automatic credit 
balance and direct subtraction. Its tape provides permanent 


printed proof of all calculations, for fast, easy auditing. 


The first printing calculator to have a 
separate multiplication keyboard, the 
Olivetti automatically multiplies with- 
out requiring the operator to position 
the multiplicand; all mental counting is 
eliminated; fast short-cut multiplication 
is automatically used. It automatically 
divides; locating the decimal point is 
simple. Double and triple zero keys, 
found on no other printing calculator, 
and new discount key, add extra speed. 
Proven in 7 years of use, the Olivetti is 
sold and serviced by Olivetti branch 
offices and by 450 dealers, in all 48 states. 
More than 25,000 are in use in the 
United States. 


r 

‘ . ts , “ 

8 Olivetti Corporation of America 

4 Dept. H2, 580 Fifth Avenue 

s New York 36, N.Y. 

$ ~ . . 

s Gentlemen: I’d like to know more 
: about your Printing Calculator, that 
a makes figure-work quick, easy and 
: automatic. Without obligating me in 
§ any way, please let me have this in- 
: formation as soon as possible. 

i 

| 

' 

‘ 

| 

* 

i 

i 

a 

a 


Company 


Street 
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For More Information Circle No. 221 
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GING ee Racks 


for the ORGANIZED OFFICE 


An office can be only as efficient, and a waiting 
room only as neat, as its furnishings permit. Noth- 
ing detracts so much as coats and hats dropped on 
chairs or hung on old-fashioned hall-trees. A line 
to_Gingher will bring a quick sclution to your 
wraps problem. 


30-SECOND ASSEMBLY 
NO NUTS, BOLTS OR SCREWS 


insert upright post into base and slide the top 
over post. No wobble or wiggle, but sturdy and up- 
right. Units can be locked together instantly side 
by side and/or back to back or changed to any 
desired arrangement. 


GINGHER VALET 
MODEL V-6-U 
Height 76” 
Width (Base) 30” 
Depth (Base) 16” 
Holds 6 coats, 
hats, umbrellas 











GINGHER VALET 
MODEL V-12-S 
eight 76" 
Width (Base) 48" 
Depth (Base) 16" 


Holds 12 coats 
hats, overshoes 


GINGHER WALL RACK 
Mounts easily on any wall 
Made in two sizes, to hold 
either 6 or 12 coats and hats. 
Many other designs and capacities available, 


including portable, folding racks, double-face 
racks, and complete 
checkroom equipment 


Send For Literature 


Dept. 0-106 
314-328 DEPOT STREET, SCRANTON 9, PA. 


For More Information Circle No. 270 
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Learning to service adding machines. 
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we Cs. wv 


Cleaning typewriter parts (left) and repainting machines (right) at Office Appliance 
Mechanical Institute, Springfield, Mo. 

. Drive Section Troubles: Explanation of Mechanism Oo ate for ) > ‘lass is N Q 

Causes of Troubles and their correction ing date rol the next class 1: Nov ‘ 19. 

4 hrs, Lecture, 12 hrs. Practice, Classes will start next year on Jan. 7, 
Complete Assembly. ’ . Ps 9 

10 tis, Tactare Oe tera Prenton eb. 18, April 1, May 13, June 24, Aug. 

. Inspection: Mechanical Tests, Inspection Check 12, Sept. 23, Nov. 4, and December 16, 


Lubrication Charts ae ae aa : Read 

s. Lecture, 8 hrs. Practice. 1957. Tuition is $751.91 for the type- 

g Chart hor > fe 
ecture, 4 hrs, Practice. writer course and $127.80 for the adding 
ection Test Chart. machine eourse. Further information 

s. Lecture 4 hrs, Practice . . " 
le Shooting and Shop Practice ean be had from Office Apphance Me 

s. Lecture, 50 hrs. Practice. . . ~ ‘ . > 
; _ chanical Institute, Box 1594, Springfield, 


Classes begin every six weeks. Start Mo. 


CHESHIRE 


LABELING 
MACHINES 


And fast! Up to 18,000 an hour! 
Jobs go out right — right on time 
— at lower costs. Let us show 
you how CHESHIRE will improve 
your mail methods — pay for 
itself in savings. 


Puts a RIGHT FOR 
label on @ Magazines @ Catalogs 
every piece. . . 
Gives you positive @ Newspapers @ Direct Mail 
coverage of your lists @ Booklets @ Postcards 
every time! 

Write today for full details! 


Mailing Machines, Inc. 
1644 N. Honore St., Chicago 22, Illinois 


For More Information Circle No. 266 
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Its New...lts Fast...lts Elegant 
Y lonpoe Vebowt puck. S00 OHdding Ofladhine The new colorful 


Monroe “‘800” gives your business the unmistakable forward look—provides 


the “touch of velvet’’ that makes anyone a figuring expert. Its beauty of design and 
advanced precision keyboard bring gracious décor and streamlined 
efficiency to the truly modern office. 
Under this distinctive case is a 
mechanism built to See the MAN from MON ROE 
endure for years to come. 
Monroe Calculating Machine Company, Inc. tor 


CALCULATING 
General Offices: Orange, New Jersey. ADDING 


G 
Offices throughout the world. aenhommanane 
MACHI 


NES 
For More Information Circle No. 192 
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ROUNDUP of day-to-day employee 


problems and how they were handled 
by management. Each incident is 


Right or Wrong 


IN EMPLOYEE RELATIONS 


taken from a true-life grievance which 
went to arbitration. Names of some 
principals involved have been changed. 


Is an Employee Entitled to Severance 
Pay When Her Job Is Eliminated? 


What Happened: 


Pauline Secor started to work for the 
company back in 1946. She started as 
a billing clerk, and progressed until she 
reached the job of working supervisor 
at a salary of $89 a week. 

The company reorganized some of its 
operations, and the job of working su- 
pervisor was eliminated. Pauline was 
offered a job otf bookkeeping machine 
operator, which was the next lower 
rated job. It also called for lower pay. 
This she refused to take. The company 
had nothing else to offer her so she was 
let go. The policy on severance pay pro- 
vided that when employees are laid oif 
they are to receive separation pay. The 
union took up Pauline’s grievance and 
cited the company’s seniority policy as 
a basis for its case. 

This policy read, “The principal of 
seniority is hereby recognized and will 
apply in all cases of promotion, transfer 
and job preference, reduction or restora- 
tion of the working force.” The union 
argued that this clause gives an em- 
ployee preference in jobs based on seni- 
ority, but does not compel her to accept 
a lower rated job when the work force 
is being reduced. Therefore, maintained 
the union, the company’s failure to keep 
her employed in the higher job entitled 
the employee to severance pay. 

The company countered that it had a 
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‘in line with her seniority. 


right to eliminate a job if it saw fit. 
Pauline was offered the next job opening 
If she chose 
not to take it, then she is considered as 
having resigned and is entitled to no 
severance, 


Was the Company: 

RIGHT WRONG [J 
WHAT ARBITRATOR PHILIP TAFT 
RULED: “. . . a worker who has lost a 
higher paid job because of contraction 


of work cannot argue that she is laid off 
if the company asks her to take a lower- 





It’s been the same for two weeks now. Up 
at 6. Home long after dark. And George has 
only himself to blame. 


George has a nice little company all his own. 
Not long ago, he introduced a new item. It’s 
hot — priced below competition, selling well. 
Yet his monthly statement keeps edging 
toward the red. As George works nights to 
find what’s wrong, it’s becoming obvious 
that late and incomplete cost reports led 
him to set his price too low. 


Too bad someone didn’t tell George about 
the Keysort Plant Control Plan. With PCP, 
he could have had fast, accurate reports on 


‘ 


Home for dinner on the 9:3 





all his operations — when he needed them. 
Thus he could have set prices to cover costs 

. could have marketed a competitive 
product with a built-in profit. 


The Keysort Plant Control Plan can supply 
every fact you need for production and cost 
control. Plus the on time, accurate reports 
that provide a regular check on your plant’s 
performance. Monthly, weekly, daily — as 
your needs require. At remarkably low cost. 


The nearby McBee man has a presentation 
which will show you how it’s done. Phone 
him, or write us. 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio * Division of Royal McBee Corporation 
Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
For More Information Circle No. 185 











rated job which her seniority entitled 
her to hold. A worker who has achieved 
a given classification need not be re- 


tained at that level irrespective of the 
labor needs of the company. Severance 
pay is denied.” 


Have Employees the Right to Insist 


That Their Supervisor Be Discharged? 


What Happened: 


Lavinia Wake, an order department 
employee, approached her supervisor, 
Lou Spaulding, one morning to diseuss a 
promotion. The supervisor did not agree 
that she should be advanced and the con- 
versation became quite heated. After 
the talk, Lavinia went back to her desk 
and decided to write out a formal griev- 
ance. But, instead of handing it to 
Spaulding, she put her case betore the 
office manager. This executive refused 
to process it. ‘Take it to your super- 
visor,” he said. “He’s the first step in 
the grievance machinery.” Lavinia did 
this, but when Spaulding learned that the 
employee had gone over his head, he 
“blew his top.” He tore up the griev- 
ance, threw it into the basket and ordered 
Lavinia to “get out of my office.” 

When management learned of Spauld- 
ing’s intemperate behavior, it called him 
on the carpet and gave him a severe 
reprimand. However, this didn’t satisfy 
the employees. They took the issue to 
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arbitration with a demand that the su- 
pervisor be fired. They came up with 
the following arguments: 

1. His presence in the department was 
causing low morale. 

2. The supervisor had misbehaved, as 
witness the company’s own reprimand. 

3. If he is not fired, other supervisors 
will take advantage of employees. 

4. If Spaulding is not discharged, at 
least he should be demoted for his wrong 
behavior. 

The company couldn’t see it that way. 
It held: 

1. Spaulding had already been repri- 
manded. 

2. The company was willing to recon- 
sider the original grievance and have it 
processed in the normal way. 

3. The employee and/or the union 
have no right to tell management how 
to discipline its supervisors. This is 
strictly a management prerogative. 


Was the Company: 


RIGHT (2 WRONG [1 

WHAT ARBITRATOR JOSEPH KLA- 
MON RULED: “. . . cases have arisen 
in which foremen were removed from 
their jobs at the request of the union, 
but these have been extremely rare and 
involved offenses shocking in nature. In 
this case, the position of the employees 
can be sustained only insofar as it con- 
tends that the supervisor needs quite a 
bit of instruction relative to proper re- 
spect for the dignity and rights of 
employees under his supervision. Super- 
visor Spaulding deserves the rebuke 
and severe reprimand he received from 
top management. However, it is one 
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Here’s the Duplicator that 
out-performs 
them all! 


’ LE 














i 


= Ser i= 
p nan’ WY TN NSS 


—— really major improvement 
in liquid duplicators ee x 


Now for the first time with Margi-Set, you have a liquid 
duplicator with a position control that raises or lowers the 
- copy from a small fraction of a line to a full seven lines— 
“LIFT-OUT” Rollers...another Copy-rite makes even hair-line registration easy—incorporates a visible 
development! Just turn the pressure release indicator which shows the “‘setting’’ at all times—shows how 
to the “off"’ position and “lift” out one or ° e ° 
oll rollers, with your fingers! No tools or much the copy may be raised or lowered from its present 
godgets of any kind required! position—can be changed even while the machine is operating— 
operates at the touch of a finger but which “locks” in place 
automatically. 


Here’s a machine you’ve got to see, got to 
operate, to really appreciate what has been ac- 
complished. Now, more than ever, Copy-rite 
is your best bet—in simplicity, in design, in 
value! Write on your letterhead . . . TODAY! 


Models shown ore priced from $188.50 


OLBE 4 DUPLICATOR & SUPPLY CO. to $349.50. Other models os low as 
1217 CORTLAND STREET + CHICAGO 14, IiLINOIS $157.50. All prices plus tox F.0.8 
Factory 
For More Information Circle No. 223 
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thing to rebuke a supervisor. It 1s 
quite another to demand his discharge. 
After all, a supervisor is part of man- 
agement—a supervisory official. He is 
selected, promoted and discharged, at 


the discretion of the company. It is 
enough to say that the action to be 
taken in disciplining a supervisor is a 
matter exclusively to be determined by 
management.” Grievance denied. 


Can You Discharge an Employee for 
Leaving His Job Before Quitting Time? 


What Happened: 


About 11:30 one morning, the com- 
pany president was walking towards the 
plant entrance when he spied Ewell Fer- 
(a shipping department clerk) 
walking towards his car. The president 
called to Ewell and told him to report to 
his superior for being off the job prior 
to the lunch whistle. Ewell said he 
would, but went to lunch anyway. He 
returned at 12:45, punched his timecard 
and reported to his supervisor. When the 
supervisor checked Ewell’s timeeard, he 
noted that someone had punched out for 
the employee at lunch, as the card showed 
a 12:00 noon exit despite the fact that 
he was seen outside the plant at 11:50. 
Ewell maintained ignorance as to who 
punched his timecard. He was given 
an indefinite layoff until he would tell 
who had done it. A few days later, when 
he still refused to give the information, 
he was fired. Ewell took his ease to arbi- 
tration. He charged the company was 
wrong: 

1. Management can’t discipline an em- 
ployee with an “indefinite layoff.” 
Punishment must be specific and definite, 
he maintained, 

2. Firing was not justified. His of- 
was not that Sure, he 
left early one day without permission, 
but that’s not a eapital offense. 


reson 


fense serious. 


Was Ewell: RIGHT [1 WRONG 


WHAT ARBITRATOR GERALD A. 
BARRETT RULED: “The original pen- 
alty of an indefinite layoff plainly 
lacked proper cause in this case because 


THe Orrice—November, 1956 


it had no specific duration. If the com- 
pany felt that Fergeson’s failure to ex- 
plain the entry on his timecard was an 
offense which warranted the imposition 
of discipline, it had the duty of weigh- 
ing the degree of the offense and then 
imposing a sanction consonant with the 
offense. The only offense of which Fer- 
geson may fairly be said to be guilty 
is his anticipation of the noon whistle. 
Discipline in some degree is warranted 
for this offense, and the Arbitrator does 
not condone Fergeson’s action. But the 
penalty of discharge for such an offense, 
particularly when there is no prior 
record of discipline against Fergeson, 
is a gross violation of ‘proper cause.’ 
The maximum penalty which the com- 
pany could conceivably have imposed, 
allowing the fullest latitude for the 
exercise of managerial discretion, is a 
layoff for one week, and the award so 
provides.” 
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cloud . . . won’t ooze adhesive! 
“ScotcH”’ 810 Permanent Mend- 
ing Tape is completely transparent, 
with a special dull-finish surface 
that won’t reflect highlights. 

Get the ideal tape for all perma- 
nent sealing, attaching, mending 
jobs—‘‘Scotcn”’ 810 Permanent 
Mending Tape! 
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Reg. U.S. Pat. Off. 


SCOTCH 810 moccing rane 


BRAND 


it holds invisibly. ..it mends invisibly. ..and you can write on it ! 


? 
The term “Scotcn”’ is a registered trademark of Minnesota Mining and Manufacturing Company, ‘g Aa 
St. Paul 6, Minn. Export Sales Office: 99 Park Ave., New York 16, N.Y. In Canada: P.O. Box 757, x ye 
London, Ontario. i 
For More Information Circle No. 158 
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ELECTRIC PORTABLE 
TYPEWRITER 


Smith-Corona, Inc., Syracuse 1, N. Y., 
introduces their electric portable type- 
writer which weighs 18.6 lbs. and comes 
in four colors: coral pink, 
seafoam green and beige. 
covered aluminum carrying case is pro- 
vided. The electric key action allows 


alpine blue, 
A tan, vinyl 


even inexperienced 
perfectly typed letters regardless of finger 
pressure. Machine has automatic repeat 
action of hyphen and underscore keys as 
Automatic 
tion also is available on special order for 


typists to produce 


well as spacebar. repeat ac- 


any or all keys. Manually operated car 


riage return is standard on all models. 
A clearly marked impression control dial 
left 
transverse panel above keyboard; on-off 
When hous- 


type is raised for cleaning or 


is located on the side of a raised 
switch is on the right side. 
ing over 
ribbon changing, power is automatically 
disconnected. Tab 
keys are at right end of keyboard, back- 
Tabulator set 


and margin release 


space key is at the left. 
at extreme right. Op- 


and clear keys are 


166 


Price is 
For More 


erates on 110 v., 60 cycle AC. 
expected to be under $200. 
Information Circle No. 133. 


MAIL INSERTING MACHINE 
Stamford, 
automatic Medel 3100 
Machine which eollates 
and 


Conn., 
Mail 
and 
stuffs en- 


Pitney Bowes, Inc 
makes the 
Inserting 
enclosures, 


nests opens 


seals and 


power-stacks 
imprints 


V elopes, counts, 


and optionally 
in one continuous operation at 


The 


the mailing, 
postage 


output speeds up to 6,000 an hour. 


machine features fast, flexible, easy op 
With the Model 3100 Mail In- 
Machine optional postage 
meter, one girl can do the work of many 


eration. 
serting and 


in meeting a variety of mailroom needs, 
peak loads overtime, 
and important The 


inserter opens the flaps and throats of 


and 
deadlines. 


eliminating 


making 


envelopes, inserts into them as many as 
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four automatically collated or nested en- 
closures, closes, seals and counts the mail- 
ing pieces. Then, a power-driven con- 
belt stacks them in a large-ca- 
pacity stacker. As part of the 
continuous operation, an optional postage 
meter attachment imprints 
with a meter stamp or other postal in- 
71-hour ma- 


veyor 
same 


envelopes 


dicia. One operator in a 
chine day can easily produce 30,000 to 
40,000 stuffed pieces ready for mailing. 
Substantial savings in costs and clerica!] 
drudgery also can be achieved by using 
the inserter on short runs and small vol 
umes, as well as large. Operator can set 
up machine for a job rapidly and easily 
without a mechanic or tool kit. Minor 
adjustments are made by the turn of a 
knob, and a straight-line, self-centering 
feed eliminates alignment problems. Most 
jobs ean be set up in a few minutes. 
Automatie signals prevent misfeeds and 
insure perfect contents for each envelop. 
\ detector prevents jams, faulty insert 
ing and mutilation of enclosures. A vari 
difficult 
dialing of 


able speed control makes 
through the 
Machine accommodates a 
range of material including en 
velopes from 6” x 3%4” up to 12” 


jobs 
possible slower 
cycles. wide 
sizes, 
x6", 
and varied material such as open-window 
end-folded telephone and 
utility bills and items in different thick- 
nesses, novelty shapes, sizes and folds. 
control enables one person to 
handle the complete operation. For more 
Information Circle No, 142. 


envelopes, 


One-side 


AUTOMATIC COLLATOR-STAPLER 


Collamatie Corp., 107-11 State High- 
way 23, Wayne, N. J., makes the Golden 
Automatie Electric Collator which col- 
lates over 24,000 sheets an hour. Sheets 
are automatically gathered, jogged, 
counted, stapled and stacked, ten times 
faster than by hand. Simple to operate, 
bins are loaded with sheets and the ma- 
chine turned on. No adjustments or spe- 
cial settings are necessary. Operator 
need only remove the stapled sets from 
the stacking bin. Available in models 
with 6, 9 and 12 bins; the 6-station 
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models requiring only 3x4 ft. of floor 
space. A special set-combiner feature 
allows groups of 6, 9 and 12 sheets to be 
combined in endless multiples. One ma- 


chine will handle almost any job. Magic- 
Feed rollers assure accurate, positive de- 


livery and eliminate double sheets and 
Sheets are fed to 
which 
ing the jogs ing operation. 


a 


misfeeds. a chain belt 


conveyor advances the sets dur- 


Sets are in 


perfect alignment when they reach the 
stapler. 
to the 
double-sheet 


carried 
electronic 


After stapling, sets are 
stacking bin. An 
detector, which 
chine in event of a misfeed, is optional 
equipment. The Golden Automatie may 
be purchased without automatie stapling 
and stacking if desired. Manufacturer 
states that machine’s cost will justify its 
use where only two hours a day of hand 
collating is now done. For More Informa- 
tion Circle No. 136. 


stops ma 


ELECTRONIC COMPUTER 
Underwood Corp., 1 Park Ave., New 
York, 16; Ni. ¥., 
computer system which will sell for ap 
proximately $350,000 and be capable of a 


makes the Elecom 125 


daily work output comparing favorably 
with computers costing much more. The 
Klecom 125 System 
Elecom File 
Electronic Computer. 


consists of the 
and the 
The File 


separates 


Processor Eleeom 


Proces 
collates, and 


sor sorts, eate 
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gorizes data, relieving the computer of 


these routine operations. The computer 
performs arithmetic calculations, updat- 
ing and sum! The file 

and computor can operate to- 
independently, either simul 
The Elecom 
125 System has been installed in Under 


ary compilations. 
processor 
gether or 
taneously or one at a time. 


wood’s Data Processing Center at above 
address, where 


closed, air-conditioned 


in a 700 sq. ft., glass-en 
will be 
own rec 
for Un 
sales demon 
election night, Nov. 6, it 
the outcome of the presi 
for the ABC tele 
For More Information 


area, it 
Underwood’s 


used to process 
ords, provide emergency service 


ers, and in 


network 


ision audience. 


Circle No. 154. 


CARD CABINETS IN COLOR 


Haskell, Ine., 303 E. Carson 
burgh 19, Pa., 
removable and 


St., Pitts 
makes ecard cabinets with 
interchangeable styrene 
drawer fronts in decorator colors to har 
i decor. Cabinets are 
attractive beige office steel with 
finish. The remoy 
it easy to change to 
any 


monize with office 
Ir ade of 
fine bake d enam«¢ 
able headers 


make 


any other color at time there is a 
This 
because ex 
modest cost 
a wide choice of colors including 


Sharon 


change in the office color scheme. 
is decorative and economical 


saders are available at 


oree 
green, 


rose, reed yellow 





Michigan blue. For 
ience, inside card trays of lightweight, 
styrene 


and extra conven 


no-sag have a built-in platform 
where pulled cards may be 


These 
they are designed for two-way ex 


rested while 


working. cabinets save space be 


cause 


<< Pp 
xX 

pansion. Additional units may be added 
and below. Each 
cabinet is 16” deep and holds 1500 3”x5” 
eards. retail $5.45, 
slightly higher in the west. For more In 
formation Circle No, 137. 


EXECUTIVE 
FURNITURE 


Arnot - Jamestown Div., 
Aetna Steel Products Corp., 
Jamestown, N. Y., makes a 
new 


side by side or above 


Suggested price is 


executive fur 
niture featuring large, free 


line of 
shape desk tops, specially 
units and 


steel 


designed leg 
Rollsedge edging for 
desk brochure 
titled ‘‘Introducing Exec- 
utive Furniture by Arnot’’ 
the company shows a series 


tops. In a 


of executive 
which 


interiors in 
desks and 


have 


executive 


credenza units been 
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composed from Arnot executive compo- 
nents, plus standard Arnot components. 
The re-shuffled to 


achieve an almost endless variety of ex- 


components ean be 


ecutive desk-table-storage-unit set-ups. 
There are two types of free-shape tops, 
one based on a rectangular form and the 
other a reetangle with a bend, to effect 
a semi-return; two leg units, one 
triple and the other double. The Rolls 
edge for steel desk tops is a half-round 
moulding of extruded vinyl available in 
the three Arnot standard colors for steel: 
mist green, silver gray and tantone. For 
a copy of the brochure, Circle No. 111. 


also, 


PAPER CUTTERS 


Challenge Machinery Co., Grand 
Haven, Mich., makes an improved line of 
power and lever cutters in the 19”, 23”, 
26” and 30” sizes which are ideally suited 
to the needs of duplicator departments 


Seerrerreree eee 7 if 


and heavy duty office paper cutting re- 
quirements 


Over 14 new operating im- 
have included in the 
The 19” paper cutter 
tures power knife operation and power 
clamp. It is designed to cut through 
stacks of paper with sheets up to 1934” 
in width and 214” in thickness in 3 see 
onds. 


provements been 


line. power fea- 


aper up to 19” x 36” or longe 
Pay p to 19” 6” longer 
ean be handled easily. The 19” unit is 
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specially designed for easy, safe opera 
tion by girls or other inexperienced op- 
erators. A special two-handed safety 
control requires the operator to have 
both hands on the controls, away from 
the knife, at all times during the cutting 
operation. If at any time either control 
is released, the knife will instantly stop. 
The 26” and 30” units are available for 
larger size cutting requirements. In ad- 
dition, 19”, 23”, 26” and 30” hand lever 
cutters, capable of handling piles of pa- 
per 2144” to 344” in thickness at one cut, 
are also available in the Challenge line. 
For More Information Circle No. 123. 


PHOTOCOPIER 


Cormac Industries, Dept. 14, 80 Fifth 
Ave., New York 11, N. Y., makes the 
Cormac Coronet photocopying machine 
which makes photocopies from any origi- 
nal up to 18” wide and any length in 19 
The unit 


seconds, combines 


exposure 





and under 


The 


Coronet weighs only 29 lbs. and its hous- 


processing and ean be used 


any office lighting or in daylight. 


ing is soil-proof and corrosion-proof. Re- 
tails at $468. 
a day instead of retyping, manufacturer 
states machine will pay for itself in three 
months. For More Information Circle 
No. 155. 


If used to make ten copies 


TELEPHONE MESSAGE BOOK 


Cromwell Printery, Ine., Albany 1, 
N.Y., makes the Telephone Message Book 
which provides an efficient and conveni- 
ent method of recording messages for 
personnel not answering their extension 
phone. The book consists of perforated 
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message two colors, 


rorms, prin 1 n 


blue and white Carbon paper is 


supplied so that a y of each message 
ean remain in the bo \ ‘h is bound 
with spiral plastic rings and heavy cover 


stock to protect th s. Forms contain 
all required information with check boxes 
for the most 


for special 


common messages and space 
messages if needed. One book 
eontains about 400 forms in duplicate, or 
twice that 1 
quired. For More Information Circle No. 


423. 


any if no earbon copy is re 


SECRETARIAL CHAIR 
Mfg. Co., 831 Chicago Ave.., 


Evanston, Iil., makes the PS31 Bevco 
Ventilated Posturt 
DdV. It has a 

] ] 


back and is adjustable five 


Precision 


under 


priced 


Chair 
generous size seat and 
lifferent 
, ' 
lowered 


WAVS. raised or 


for desired supp Vv tall short girls. 


can be moved forward or back for 


a deeper or shallower seat. Seat can be 
and p tech of 


preference. 


raised or lowered seat can 


be adjusted for individual 
In fact, this lower priced chair has all 
adjustments of the PS33, which 
except 


Bey co 


the adjustable ten 
Many 


costs $37.95, 


girls pré 


sion spring action back. g 
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fer a 


meets 


more rigid support and the PS3l 
this requirement. Designed for 
ventilated co and long wear. Avail 
slightly 
rice. For More Information Circle 


niort 


able with hooded easters at 
higher 


No. 151. 


LABEL DISPENSER 


Archer Label Co., Kohler St., Los 
Angeles 21, Calif., makes the Multimatie 
Modei 5 


ser which speeds label 


183 


pressure sensitive label dispen 
appleation as 
methods. The 


motor 


much as 400% over manual 


new model has a heavier and over 
:' 


all construction has been simplified with 


fewer parts. The trip mechanism is 


Loading is easier 
g unit is larger 


‘ased width of 


h 


i 
i b 
\« 


The Multimatie will mul 
iple width roll as 


1000 to 10,000 labels. 


dispense a 
, as ww 


wide as 5%” contain 


ing from irom two 
labels can be dispensed 
When 
single 


When the last 


label is removed, the machine 


to eight or ten 


at once, depending on their size. 


turned on, machine dispenses a 
row of labels and stops. 

posed 
turns itself on, dispenses another row 
he speed is determined 
labels. Dis 


immediate de- 


and stops again. 


by the need for 


operator’s 
are available for 
or rented for temporary use. Unit 
914” 12” long x 6%” 
For More Informa- 


measures wide x 
high; weighs 9% lbs. 


tion Circle No, 114. 


THe Orrice—November, 1956 








STATIONERY TRAY 

Globe-Wernicke Co., Cin- 
cinnati 12, Ohio, makes the 
See-Tray stationery com- 
holds all 
the stationery supplies 
needed by 


partment which 


secretaries and 
stenographers in an orderly 
and convenient 
The See-Tray is mounted on 


manner, 
channels supported from 
the bottom of the 
typewriter 


desk’s 
platform and 
slides easily from its con- 
cealed, out-of-the-way posi 
tion so that its contents are 
and 


immediately available 


always adjacent to the 
typewriter where the sup 
plies are required. Its use 

frees a stationery box drawer that may 
then be files, 


route to general files, storage, personal 


used for ecard papers en 


use, ete. This space-giving feature is im 
portant where the secretary must have 
a large file drawer in the pedestal rather 
than the drawers. The 
See-Tray reduces end-of-day fatigue be- 


customary box 


cause it eliminates the constant turning, 
twisting, and stretching necessary to get 
supplies from an ordinary stationery box 
drawer. It rids the secretary of the 
fenced-in feeling, bruises and torn ecloth- 
ing that might be caused by an open box 
drawer. Tests show that a 
using the Sec-Tray is speedier and more 
efficient. When the 


cessed into the desk pedestal, the com 


secretary 
typewriter ‘is re 


pact See-Tray fits conveniently into what 
was formerly dead storage space undei 
the platform. It can be pulled out easily 
and freely without tugging and its con 
tents are readily accessible. Designed 
primarily for use with Globe-Wernicke’s 
Are Swing platform secretarial desk, the 
metal Sec-Tray is finished in the same 
harmonious colors as the Globe-Wernicke 
When not in 
factory equipment, the Sec- 


Streamliner metal desks. 
cluded as 
Tray comes in an attractive package, 


complete with suggested uses and diree 
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tions for easy installation. 
formation Circle No. 124. 


For More In- 


PHOTOCOPIERS 

1225 Blvd., 

J., makes the Rovico Foto- 
PML 


| double 


Ine., 
Newark 2, N. 
Model 

FMDL 


automatie 


Rovico, Raymond 


mate 
Model 
electric, 


size ) 


size) 


and 
fully 
photocopiers. A 


(legal 


legal 


simple dial setting is all that is required 
to produce copies in 


seconds from one 


colored 
originals and those on opaque paper or 


or two-sided originals including 
transparencies, Machines work under any 
office lighting without a darkroom or the 
need for washing, fixing or drying. Will 
produce from 50 to 90 finished copies an 
hour, in widths up to 8%” or 14” and 
any length. Fully guaranteed. For 
More Information Circle No. 153. 





MODULAR FURNITURE 


Executive Furniture Co., 
Wichita 
makes the Elite 1200 series 
number of 


Fal ls . Texas, 


offering a great 
different 


to give an 


component parts, 


almost endless 
combinations and 
arrangements in decks, ere 


Ped 


panels 


choice of 


denzas and eabinets. 
bat k 


and tops are produced indi 


estals, legs, 


vidually, in two distinctive 
This 

a look of 

minimum 


stvles. gives each 


oftics eustom de 


signing at 


price, 


since component parts are 


mass-produced. Executive’s quality line 
assembly production methods also assure 
mechanical perfection, superior finish and 
appearance. Cleanly lined and highly 
functional, the Elite line is produced in 
two contemporary stylings. Style A has 
attached 
flat mouldings and flat drawer pulls. Style 


B has double taper d le rag 


single tapered legs, pedestals, 
s, suspended ped 
around 
Hard 
Execu 
30th 
styles are available in eight color finishes 
or special Matching 
cocktail tables, lamp tables, planters and 


estals, frame mouldings 
botl 


ware is designed exclusively for 


picture 
front and back of pedestals. 


tive by Raymond Loewy Associates. 


custom finishes. 


accessories are available in each styling. 


Elite furniture is 
office and any functional need. 
Information Circle No. 105. 


For More 


EXECUTIVE LIGHT FIXTURE 
Globe Lighting Products, Ine., 2121 8. 
Main St., Los Angeles 27, 


series of luminaires designed to provide 


Calif., makes a 
executive offices with visually cool, high 


intensity illumination from an unobtru 
sive single light source. The basic fixture 
with no visible 
sottom diffusing 
molded Plexiglas. 


available for 


rectangle 
leaks. 


one piece B 


is a simple 
hinges or light 
element is 
Other 
special 


ribbed 


ness 


diffusing elements 
lighting 
Albalite glass; Corning low bright 


pattern No. 70 


include: fine 


purposes 


prismatic lens; 
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suited for any size 





Honeylite aluminum honeycomb grid. De 
sired surface brightness in relation to the 
size of the area to be illuminated is con 
trolled by the size of the fixture and num 
The 2 t ft. fixture takes 
t or 6 fluorescent lamps; the 4 x 4 ft. 


S lamps, 


ber of lamps. 


6 o1 slimline or rapid 
avail 


methods 


soth fixture sizes are 
choice of 


star types. 
J I 


able in a 


mounting 


including: recessed, fitting into a mini 


mum ceiling cavity only 6” to be mounted 
in almost any type of ceiling suspension 
body depth ot 
only 314” and the same unit can be pend 


corner. 


system; surface, with a 


ant mounted by a stem at each 
For easy maintenance and relamping, bot 
tom enclosures hinge down by means of 
finger actuated spring-loaded latches or 
Jallast cov- 
without tools. For 


More Information Circle No. 112. 


ean be completely removed. 


ers are removable 
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BEVERAGE DISPENSER 
Lehigh, Inec., Easton, Pa., makes the 
Take-a-break dispenser for offices. It oc- 
cupies only 13” square of floorspace and 
dispenses Nescafe Instant 
Coffee, chicken and beef bouillon, and 
EverReady Sweet Milk Cocoa. 


vmacks§ ot 
I 


User can 


/ 


make coffee: hot or cold, black or with 
cream, with or without sugar. The dis- 
penser can be placed next to a hot-and- 
cold watercooler and has a capacity of 
180 servings, each of which is 
with cup upon payment of a coin of any 
desired denomination. Machine also can 
be set for use without payment. For 
More Information Circle No. 140. 


AUTOMATIC BILLING MACHINE 


San 


released 


Friden Calculating Machine Co., 
Leandro, Calif., makes the Model C 
putyper which ealeulator, 
typewriter, tape punch and reader. It 
reads, interprets and writes in common 
language code, automatically computing 
results of figures entered in the type 
writer. It will prepare a punched paper 
tape or edge-punched card for subsequent 
processing, and can read and interpret 
information on punched tape, or: ecards. 
Automatically writes invoice informa- 
tion, computes extensions, figures 


Com 
combines a 


dis- 
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counts, additions, deductions, ete 


checking is and a 
be taught to produce -ompl eated n 
voices. For More Information Circle No. 


144, 


necessary typist 


MACHINE STAND 
3adger, Ine., King at Front St., La 
Wis., makes the Model 
Luxco which is 


Crosse, low-cost 
B400 
modernly styled and solidly constructed. 
It has Silent Steel for 


The steel top is underecoated with a spe 


elevating stand 


quiet operation. 


Free 


feet are 


cial sound-absorbing compound. 
rolling casters and grip-tread 

of soft rubber. 
lar steel 
loaded drop leaf support arms and offset 
center support, for 
Shipped KD for minimum shipping and 


Stand has sturdy tubu 


legs, piano hinges, spring 


use, 


all purpose 


the stand can be assembled 
For More Information 


storage costs, 
in a few minutes. 
Circle No. 103. 





SELF-FILLING PEN flow of continuous forms. Four Vibra 


: trols control machine vibration and a 
».. Janesville, Wis., makes 


» Parker 61 Fountain Pen which fills by 
lf, writes instantly even in an in- 
ted position, and will not leak or blot. 
removing the barrel top and dipping 
» exposed inner cell into the ink bottle, 
pen fills in ten seconds by capillary 


fire resistant tape basket catches the 
inflammable tape flowing from the ma- 
chine. In addition there are two vibra 
tionless work shelves and vibrationless, 
indirect fluorescent lighting. Made with 
various widths and depths of shelves to 
meet customer’s requirements. Another 
Sof’Tone Acoustinet, the No. 3654 Flex, 
is designed to hold a motorized punch on 
a shelf at the right of the Flexowriter so 


attraction. There are no moving parts. 
i s required after pen is with 

the ink. It holds enough ink 

for six hours of steady writ 


that operator has a full view of all op 


Any fountain pen ink may be used. nvt.° , 
I 1m Se. erations. This model permits use of con- 


Parker 61 retails at $22.50 and up 


; - tinuous forms up to 11” in length directly 
For More Information Circle No. 131. . 


behind and on the same level as the ma 
‘hine, and provides for return flow of the 
TAPE-MACHINE NOISE CONTROL forms. If user employs several different 
styles of forms, all changing and han- 


ates Acoustinet Co., 311 American ‘ee : ° 2 j 
dling of forms is done from the front of 


ard Building, Buffalo 7, N.Y., makes 
Model Sof’Tone Acoustinet cabinets 
to control the noise of 


machine. Operator need not go to the 
rear of machine to feed or change forms. 
There are ten different Acoustinets made 


for Flexowriter installations which per- 





mit the machines to be used anywhere 
in small or large offices without the dis- 
turbing noise problem. For More Infor- 
mation Circle No. 430. 


BULLETIN BOARD 
Arlington Aluminum Co., 19011 W. Da 
son, Detroit 23, Mich., makes the Az 

lington Aluminum three-panel bulletin 


at 


abeut 








Flexowriter machines. The No. 2445 Flex 


Sof’Tone Acoustinet has a special well board, framed in polished aluminum. 


to hold the Flexowriter, with openings 3ulletins are easily attached to the black 
for the flow of chad and tape from the pegboard back with snap rivets. Posters 
machine. A slot at rear permits the free can be changed without removing the 


174 THe Orrice—November, 1956 





REX-ROTARY M4 


Mimeograph 


is always clean, can never teak. Works 
like a printing press, produces printing 
press quality—yet sells at half the price of 
other electric mimeographs. 


No Dirty Hands 


Accurate Registration 
Automatic inking 


3-Minute Color Change 
Printing Area 8" x 14" 
Automatic Counter 
Printing Press Quality 


Electric and Hand Operated 


Guaranteed 1 Year 


BOHN DUPLICATOR CORPORATION 444 4th Ave., New York 16, N. Y. 
Please send complete information on the revolutionary new BDC Rex-Rotary M-4 


Name___ a ans OO 














Address____ ences City 
For More Information Circle No. 193 
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"/ love my New Order Desk. 
! find or file an Order or a 
Master in Seconds! 
My Boss is in better humor, too. 
Before | was on my feet as much 
as at my desk” 


WASSELL CORRES-FILE ® 

ORDER DESKS 
give finger tip control of all records. 
Cards and correspondence or orders 
can be mixed. All records instantly 
available. PATENTED 


que DESCRIPTIVE CATALOG 


Effective Tools for 
Effective Management 


WASSELL ORGANIZATION, INC. 
Westport, Conn. 


Please send free booklet on ORDER DESK 


Company 
Address 


‘For More Information Circle No. 306 


, bulletin board from the 





FOR AND ABOUT 
PART TIME PERSONNEL 
IN NEW YORK CITY... 


. . You can clear up peak load problems 
in your office by using SIGNAL to supple- 
ment your regular office staff, For typists, 
clerks, etc., by the day, week or month... 


SIGNAL MUrray Hill 7-1934 


SIGNAL OFFICE SERVICES, Inc. 
415 Lexington Av., New York 17, N. Y. 














For More Information Circle No. 307 


176 


wall. There is 
no distracting reflection from the black 
pegboard backdrop and it doesn’t show 
dirt. Each of the three panels is 17” 
x 22”. The Arlington Bulletin 
attractively priced for quantity use. For 


More Information Circle No. 150. 


Joard is 


CONTAINER FOR 
PAPERS TO 
BE BURNT 


Bennett Mfg. 
Alden, N. Y., 
makes the sen 
Basket 


depositing 


nett Burn 
for 
classified, 


dential 


confi 
and seeret 
papers prior to 

Made of 


gauge steel] 


burning. 
hen VV 
and 


with welded 


rou nded rein 
forced corners and 


baked-on 





special 

enamel 
Permanent, 
posit ive stops in 


outdoor 
finish. 


side the two top 


X 


depositing doors 
reduce the opening of the doors to only 
i”. This, 
that 


not in use, permits depositing but pre 


plus the heavy spring ten 


sion keeps the doors closed when 


vents hands or sticks from retrieving 


deposited papers. 
holds top 
when padlocked, permitting only author 


The heavy duty hasp 


securely and body together 


ized individuals to open the basket and 
remove the contents. The concealed door 
hinges cannot be removed from the out 


side. Every possible precaution has 


this 


100% tamperproof. 


been taken to make Sennett Burn 


3asket Full 
heavy duty galvanized liners, for easy 


size 


removal of contents, are watertight, rust- 
proof and sanitary. Available in two 
Model 112-LB has a capacity of 
approximately 11%4 bushels, Model 130 
LB holds approximately 2% 
For More Information Circle No. 104. 


models: 


bushels. 
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Cut Duplicating Costs 
MAKE YOUR OWN NEGATIVES 


“nush button” operation 


You can save 50% to 70% on the 
cost of line and halftone negatives 
and speed up production 5 to 50 
times — by putting even complex 
jobs on press in a matter of minutes. 
Compact Kenro “Vertical 18” has 
simplified controls, automatic fea- 
tures which make it easy for anyone 
to use. 

Handles up to 14” x 18” negatives. 
In practical form sizes equals a 16 x 
20 camera, has twice the capacity of 


Ye 2 


KENRO |\j 


oo os me a 


11 x 14, more usefulness than 14 x 
17. Finest Goerz lens assures sharp, 
high quality results. $1250 complete 
with lens and lights ready to use. 
Write for Bulletin 56 which gives 
full details, all applications and 
shows exactly how a Kenro “Vertical 
18’? can improve your duplicating 
procedure. Available from dealers 
everywhere. 

KENRO GRAPHICS, INC. 25 commerce St. 


Dept. F, Chatham, New Jersey 


2 


} CAMERA 


a No 


For More Information Circle No. 366 
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sathers 


3.000 sets an hour— 


Macey Collator saves users 


up to 90% of hand collating costs! 


The Macey Collator finally disposes 
of gathering and assembling by hand 
..a drudgery job, resented by office 
people, and a long-time headache for 
office managers and methods men. 
The Macey can collate eight times 
faster than manual workers, and far 


more accurately; prevents disruption 


of office work schedules, borrowing of 


personnel, helps avoid overtime and 
standby crew expense, gets printed 
matter into use sooner, at a healthy 
cut in overhead costs. 

The Macey Collator brings a new 
versatility to collating... assembles 
single sheets, signatures, card inserts, 
samples and photographs of varying 


sizes, weights, and finishes. It can put 


together complex presentations of 


178 


assorted exhibits, as well as routine 
assembly of multigraphed or printed 
lists, pages, releases, bulletins, reports, 
instruction manuals, catalogs, price 


schedules, etc. 


In any paper handling operation— 
insurance, research, mail advertising, 
printing, education, Armed Forces, 
government agencies — the Macey 
Collator can make important savings 
in time and costs. And its wide utility 
permits many departments to share 
in the savings. 

A simple survey of your collating 
requirements, without obligation, will 
show how the Macey can help you. 
Call any Pitney-Bowes office, or send 


coupon for booklet and case studies. 
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e Fully automatic. Suction feed. Positive 
feeding control of every sheet. Easily set up. 
¢ Handles sheets from 2 by 5 inches; up to 12 
by 17 inches, depending on model. yy 


— oe , 

ga fhe Macey Collator 
(x) is sold and serviced by 
ite © 
itil 


Pimey-Bowes 


Originators of the postage meter... leading maker of mailing 
machines ... with offices in 96 cities in the U.S. and Canada. 


Available in 4, 8, 12 or 16 stations. 


Stacker, offset delivery unit, and wire 
stapler optional. 


Pitney-Bowes service, coast to coast. 


PITNEY-BoweEs, INC., 
3403 Crosby Street, 
Stamford, Conn. 


Send free illustrated booklet and case studies. 
Name— 
Firm 


Address — 





For More Information Circle No. 259 
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NOW... offered to you 
for the first time! 


a types 


pind * 
ow ou ca 
~ “ 


qeratut® 


nn WOE 


GBC s 

Plastic a ‘ 

Bound < - “ Plastic 
Cove: 


“MANUAL OF MODERN PLASTIC 
AND LOOSE LEAF BINDING.” 


This handsome, elaborate Manual—colorfully 
GBC plastic bound—has been months in 
preparation and is one of the most expensive 
and idea stimulating books ever offered for 
selected distribution. Illustrates the many ad- 
vantages of the modern GBC Binding System 

. increased efficiencies ... savings in time 
and money ... greater prestige, readership, 
and life for catalogs, reports and presenta- 
tions. Pages lie flat—turn easily. You and 
your staff will want to examine this informa- 
tive manual. 


a 


WR. | Send for your FREE copy today. 
il Supply is limited. 














General Binding Corporation 








812 W. Belmont Ave., Dept. 0-11, Chicago 14, II. 





For More Information Circle No. 303 


CARBON INTERLEAVED 
BUSINESS FORMS 


SOLD THROUGH DEALERS ONLY 
Write for Catalogue and Price List 


Midwest Rotary Maniforms 


Manufacturers of Business Forms 
fon Vi teommilet.iicy.¥, | 


For More Information Circle No. 304 
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LETTER-WRITING MACHINE 


enecy Machines Corp., 87 Trans 
Road. Garde ty. By xa Se 
itomatie letter 

¢ machine which 

personalized let 
in a single opera 
letterhead, name 
essage and 

by Adrema 


Germany, this 


letter-writer and printer proc 

many as 4,000 personalized let 
‘omplete letterhead, date, 

salutation and text 

n be printed in ink or through a ribbon 
to look like a ty pewritten letter. Perfect 
matching is assured since text is printed 
from embossed metal strips like address 
plates. The plate, including the saluta 
tion, changes automatically as each sheet 
s fed into the machine. An automatic 
selector allows as many as 37 selection 
combinations. Machine will select the 
sategories designated from different mail- 
ing lists. Marginal notes, postscripts or 
underlinings emphasizing specific points 
in the letter are printed at the same time. 
Machine also prints cards, envelopes, 
folders, forms, and cther printed matter 
since it ean be used independently with 
out address plates. It can print from 
embossed metal plates, electrotypes or 
rubber plates, halftone and multicolor 
It handles any stock from thin 
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...these white elephants 


are made of paper! 


Are you feeding them in your office? 
Most offices are! They’re that mass 
of ever-accumulating records that 
bulk up files, eat up space, and 
gobble up big hunks of profit! 

If you have any doubt about these 
beasts stalking your office—try these 
three simple tests: 

TEST +1—Do you have an organized 
policy covering systematic retention, 
transfer or destruction of all papers 
and documents? If not, you must be 
feeding a white elephant! Tremen- 
dous savings are possible. 

TEST +2—How long does it take to 
find or file a paper in your organiza- 
tion? It should not take longer than 
1 minute. If it does, your company 
probably needs a Records Analysis. 
TEST #3—When you ask for a file by 
subject instead of by name do you 
get all the records pertaining to that 
subject—and are they in order for 
best use? 


Why delay? Get the latest infor- 
mation on actual dollar savings pos- 
sible through modern records man- 
agement methods. Get rid of the 
white elephants in your organization. 
Start today by checking the coupon 
for this valuable free literature. 


I Remington. Prand. ! 
I Division of SPERRY RAND CORPORATION i 
Room 2126, 315 Fourth Ave., New York 10. i 
| Kindly send literature checked: 
j [_] BSD45 —‘‘Control Of Records And Their Costs’’ 
[} X1615 —‘‘Your Records’”’—(Controlled From 
Creation To Destruction) 
1 (_] BSD46 —‘‘How To Save Executive Time” 
(Subject Filing) 
| C1 *BSD32—“Get These Annual Dollar Savings 
From Your Files’’ 
I (_) LBV676—‘‘Kompakt — The File With The 
Extra Drawer’’ 
[] BSD-5B—‘‘Complete Microfilming Service” 
{_] $C707B—‘‘The Cost Of Burned Records” 


Os — . aunt Cue 


COMPANY 


JORESS 


AC 
I | ZO MBean GTATEW 


be om oe ee ee ee ee ee ee ee ee ee 


iF 


icin Wiitieeien ene Gn eis ter an en eee 


For More Information Circle No. 216 
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FORGET ABOUT THOSES 
OBSOLETE CONTRAPT:ONS. 
COPY AVERYTHING WITH 

COPEASE -~- WITHOUT 
ANY WASTE. 


Lid 

“lh qiig, a 

Wygly ULL 

UH WA 
% = 


es 





Colored forms... spirit duplications... all inks 


opaque originals 


.. Signatures in ink, crayon or pencil Copease copies them all! 





NO DIAL 
ADJUGTMENTS 
FOR 95% OF 

THE JOBS” 




















COPEASE '6 
PERFECTLY 

NOIGELESS’ 
SECONDS” 

















Name 


Tear Out This Coupon And Mail Today! 


PROVE IT! SEND NOW FOR FREE THREE-DAY OFFICE TRIAL. USE 
COPEASE ON YOUR OWN OFFICE WORK. SEE HOW EASY, HOW 
FAST, HOW CLEAR AND SHARP. COPY ANYTHING. 


COPEASE CORPORATION 


New York, 270 Park Avenue, Plaza 3-6692 


Other Offices: Chicago, 226 N. La Salle Street, ANdover 3-6949 
Los Angeles, 3563 Wilshire Boulevard, DUnkirk 5-2881 


Distributors in Principal Cities 


Gentlemen: I'd like to have a free 3-day trial of Copease in our office 


Please send free literature 


Position 


Firm Name 


Address 


City 














NOW WE COPY WITH 
COPEAGE IN NO TIME 
AT ALL. NO WASTE 

ANO LOWER COST. 























PERMIT NO. 2630 


Sec. 34.9,P.L. &R.) 


NEW YORK, N.Y. 














‘ BUSINESS REPLY CARD VIA AIR MAIL 


NO POSTAGE STAMP NECESSARY IF MAILED IN THE UNITED STATES 











5c.-POSTAGE WILL BE PAID BY— 


COPEASE CORPORATION 
270 PARK AVENUE 
NEW YORK 17. N.Y 
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( COPEASE COPIES 
| EVERYTHING--NO 
ec \ONS!? 









































NOISELESS TYPEWRITER 

Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N.Y., rounds cut its completely inte- 
grated line of style-related typewriters 
with the Remington Noiseless. The same 
new styling concept accorded the new 
Remington Standard and the new Rem- 
ington Electric, has been incorporated 
in the improved Remington Noiseless 
which is available in the same six dec- 
orator pastels: white sand, desert sage, 
mist green, French gray, honey beige 
and lime light. For More Information 
Circle No. 435. 


METER BOOK TRUCK 

Catskill Craftsmen, Ine., 2 
West 45th St., New York 36, N. 
Y., makes the Meter Book Cad- 
die for water, gas and electric 


companies. The Caddie can be 


rolled in and out of the vault or 
fireproof safe and saves time of 


help going to the vault to ob- 
tain a meter book. Caddie’s 
height and width allows 
book handling at 
Caddie will accommodate pub- 
lic utility meter books for ap 
proximately 10,000 accounts. 
The Meter Book Caddie is con 
structed of 114” selected hard- 
woods by skilled craftsmen in 
the Catskill Mountains. For 
extra strength and _ rigidity, 
shelves are doweled and bolted 
to the Heavy duty, ball 
bearing, all-swivel Bassick cast- 
ers with resilient, soft rubber tires, roll 
smoothly and effortlessly. List price 
$69.50. For More Information Circle No. 
138. 


easy 


a desk. One 


sides. 


REPRODUCING BALLPOINT 

Fisher Pen Co., Forest Park, Ill., makes 
the Fisher Repro-Black Ink-Pen-Cil, a 
ballpen for general office use which will 
reproduce perfectly on offset and photo- 
copy equipment. It can be used to cor- 
rect wet offset masters on the duplicator 
and also reproduces on heat copying ma- 
chines. When used on spirit and mimeo 
graph masters, or for making multiple 
carbon copies, the free-rolling ballpoint 
on the Fisher Ink-Pen-Cil assures sharp 
copy without tearing master or stencil. 
Guaranteed to write twice as far. Priced 
at $4 a doz. Caps with pocket clips are 
90c a doz. For a free sample Fisher 
Repro-Black Ink-Pen-Cil, Circle No. 426. 


REPRO-BLACK INK-PEN-CIL BY FISHER 


<— For More Information Circle No. 425 





MODULAR 

FURNITURE 

Invincible Metal 
Furniture Co., 
Manitowoe, Wis., 
makes a complet 

of modular. 

square 
metal offie 
ture. There is 
limit to the nur 
ber of combina 
tions available for 
perfectly flush 
unit to unit con 
struction. Com- 
plete offices can be planned for con- the complete line. All Modernette units 
venient, connecting office groupings with come in standard 19%%” width, and attrac 
the wide variety of units which includes tive color combinations are ‘tena in 
desks, file units, cupboards, auxiliary Modernaire gray, cool green, driftwood 
drawer units, separate tops, tables and tan and olive green. Also available are 
typewriter-height desks. Combinations grained walnut and grained mahogany. 


clamp neatly together for integrating Upholstery offered in a wide range of 


related jobs in general offices, or for an harmonizing or contrasting shades in 
executive-secretary team in a large r plastic and odern fabric cover- 
Executive chairs, posture chairs igs. For More Information Circle No. 


ide chairs are available to matel 





=CALCULATING MACHINES + 


DIEHL GMBH. RECHENMASCHINENFABRIK NURNBERG STEPHANSTRASSE 49 RUF: 4911 
\ 


For More Information Circle No. 317 





from order 
to invoice... 


WRITTEN JUST ONCE 





Now—fill, ship and bill orders in just one 
writing—this new Ozalid Direct Copy way. 


You start with an order filled out by your 
salesman or clerk. Ozalid copies, turned out 
in seconds, serve at every succeeding step. 
You end costly, repetitious handcopying and 
retyping .. . eliminate copy errors and 
proofreading . . . get shipments and bills out 
sooner .. . improve customer service. 


Ozalid ends wasteful duplication of paper- 
work throughout your business. In every 
department, Ozalid replaces costly writing 
or typing with inexpensive Direct Copying. 


For the full story, call your local 
Ozalid representative. His number’s in 
the phone book, or send coupon below 

for more information. 


OZALID' 


DIRECT SYSTEMS 
ZCUPY/ 


A Division of General Aniline & Film Corporation. In Canada: Hughes Owens Company, Ltd., Montreal 

Ozalid, Dept. I-11, Johnson City, N.Y. | 

Please send more information on how Ozalid Direct Copying can help us with our: | 

[_} Order-Invoicing [_]} Purchasing D Accounting 

[_] Production Control [_} Receiving [_] Engineering | 

Position ; 

Address __ 
City___. 


| 
| 
| 
- 


re ; : For More Information Circle No. 173 
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dea in metal chair design 


4 
} 
new beauty plus o unique 
a flored-back sweep 
which eliminates 
. stuffing contact 
\wwith woll 
protects both chair 
bock ond woll 
j 


new Surge Lathe iytine 


METAL-LUX 


This trim-lined ultra-modern metal chair 
group combines a streamlined design of 
unusual beauty with useful function 
(chair backs cannot scuff walls). An ideal 
chair for use in lobbies, reception rooms 
or Offices. The armchair features deluxe 
spring seat construction and Tenite 

arm rests. Side chairs are available with 
spring or padded seat. Lifetime frame 
construction and flawless finish make these 
fine chairs virtually indestructible. The 
‘Swept-Back" group 1s designed for 
large volume sales and profits. Write 
today for the full descriptive details 


M-7000 FBL 
Side Chair 
(Padded 


M-3000 FBL 
Side Chair e 
(Spring Seat € 


. 


+.€ there is nothing finer in metal 


MILWAUKEE METAL FURNITURE COMPANY 


101 N. Compbell Ave., Chicago 12, Hlinols 


For More Information Circle No. 343 
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SHELFLESS OPEN FILES 


Sons Ltd., P. ©. Box, 
Switzerland, makes three 
Their Archi-Vetro 


shelves or 


Rud. Furrer 
Zurich 22, 
Vetro Filing Systems. 
open filing system uses no 


offers 


economy and cost reduction. Reeords are 


side walls, and maximum space 


arranged vertically in hanging containers 








The slight 


inclination of the containers assures visi 


suspended from metal rails. 
bility of the indexes. The open front con 
tainers are made to hold records of differ 
ent sizes (in different capacities) and 


can be moved laterally along the rails. 
Rails can be mounted on a wall or in a 
simple framework anywhere on the floor. 
The Archi-Vetro filing system is particu 
larly suited to large installations. For 


More Information Circle No. 156. 


LIQUID HANDCLEANER 


Seata-Grime Mfg. Corp., Mamaroneck, 
N. Y., makes Nice-n-Ezy, a liquid hand- 
that quickly and _ harmlessly 
cleanses hands of hard-to-remove 
stains. It is non-toxic and non-irritating; 


cleaner 


ma ny 


guaranteed to contain no acid, abrasives 
alkalis. It will remove writing 
and printing inks; hectograph, carbon 
and indelible pencil stains; iodine, mer- 


or free 
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The 
Hand 
1S 
Quicker... 


@ ona 


—- 


\ WN ! \ j \/ 
We IN: 
cored ohnston 


No need to be versed in magic to 
make the figures fly. Every operator 
is a prestidigitator on the new 
Johnston. 

Service is faster, too. Your dealer 
can knock it down to the racks in 20 
minutes and put it back together in 
40 minutes... hours faster than 
any other adding machine. 

Call your dealer for a demonstra- 
tion. While he’s giving you the facts 
on Johnston's separate-unit con- 
struction and other unique features, 
get the feel of ‘the snappiest keys 
on earth.”” You won't believe your 
finger tips! 

Manufactured in the U.S. Sold and 
serviced exclusively by Office Ma- 
chine dealers. 


Dobnston 


ADDING MACHINE CO. 


13343 Sherman Way, No. Hollywood, Calif. 


For More Information Circle No. 160 
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HIDING MY 
A.W.FABER 


77] GRASERSTIK 
; ‘© ALL FOR MYSELF! 


I don’t mind if they 
borrow my lipstick—but 
no mistake about it, an 
EraserStik is a girl’s best 
friend. It erases with- 
out a trace. I don’t see 
how you can turn out 
beautiful letters without 
an EraserStik. 


GIRLS, EraserStiks are 
so economical — only 
10¢ each, 20¢ with 
brush -— you can have 
your very own to use 
and cherish. Let no one 
palm off a ‘‘just-as- 
good” substitute. Be 
certain it has the 
AWM.Faber imprint on 
its gleaming white 
polish. 





2) v.8.a.7099 B 


ALL SERVI 











ErasERSTIK 











A.W.FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N. J. 
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ontains bacteria 


grease, ete. 


destroving hexachlorophene, and lanolin. 


Available } 2 and 2 OZ. 
d spenser 


wall 


and 
for the 


cans 
handy to 
2 oZ,. 


ean that mounted. U 


conditional money-back guarantee. 


» sample, Circle No. 106. 


STANDARD CARD FILE 
TO VISIBLE FILE 


Organization, In Westport 
r-De systen 

all existing 
ord fil 


parable to 


stems, lit 


can 
eness in stand 
lesk files, reducing 


quired to 
Spring-Dex 


sizes, without information, 


by separating card in a 


arawer or cab ne with 


automatically scores 


shine 
for 


present ecards 
the 


springs are 


rapid manual insertion of metal 


spring. Either new cards or 


supplied for firms desiring to implement 
their their 
tem. By every card, 


identifying 


current 
the 
immedi 


sys 
full 
each is 

Picking the 
file card then becomes a matter of speedy 
and for 
e at a time, is en- 


hame atop 


ately made visible. proper 


eye-hand coordination hunting 


blind vertical ecards, on 


tirelv eliminated. Time saved locating a 
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before 
Tela attire 
that 
next 
printing 
To) 


call the Vari-Typer Man! 


In 15 minutes he'll show you how your own office typist 


can cut printing costs 40% with Vari-Typer composition.. 


If you use printing of any kind... you can save up to 40% or 

more annually with this amazing office type- compnenng 

machine. It produces professional-looking "T 
typography....with automatically evened a Typer [orporation : 
margins, perfect line and letter spacing in 720 Frelinghuysen Ave. Nework 12,N.J. 
your choice of hundreds of different printer’s ["] Please have the Vari-Typer Man 
style type faces. Send the coupon, and let phone for a convenient appointment. 

the Vari-Typer Man show you...in your [] Pteese cond Veri-Typer Seok Cee 

own office....in 15 minutes! 


Heads photo-composed on the Headliner. 
Text Vari-Typed on Composomatic Model. 


For More Information Circle No. 398 
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How To Get Things Done 
Better And Faster 





BOARDMASTER VISUAL CONTROL 


’’ Gives Graphic Picture — Saves Time, Saves 
Money, Prevents Errors 

7 Simple to operate — Type or Write on 
Cards, Snap in Grooves 

\ Ideal for Production, 
Scheduling, Sales, Etc. 

‘° Made of Metal Compact and Attractive. 
Over 100,000 in Use. 


Full price $4950 with cards 
FREE| 24-PAGE BOOKLET NO. F-300 
| Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N.Y. 
For More Information Circle No. 254 


Traffic, 


Inventory, 








soRF()-Fite 


SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS IN USE For fast hand-sorting of cards, 
ra 


hecks, letters, invoices, orders, 
business forms or public docu- 
ments. We make ail types from 
tiny desk models to shuttle-carri- 
age machines. Write for illustrated 
circulars. 
Representatives everywhere. 
Associated Industrial Designers 


P.0. Box 39652, Los Angeles 39, California 
Plant: 1248 East Sixth Street 
Warehouse: New York, Chicago 











For More Information Circle No. 255 
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card behind a guide using Spring-Dex has 
been computed by actual tests to be 50%. 
Office handling of file cards with the flex 
ible spring attached remains simple. Cards 
may be fed easily into a typewriter o1 


billing machine without removing the 
clip. Spring-Dex records cost just pennies 
apiece, offering a visual 
without transfer to new eards. 


For More Information Circle No. 431. 


very low cost 


system, 


PENCIL SHARPENER 
C. Howard Hunt Pen Co., 
N. Jd. 3 


makes the sostonette 
Sharpener, designed to look well in the 


Camden 
Pencil 
desk or wall. Re 


office or home, on 


ceptacle comes in color choice of red, 


yellow or pink. Strongly constructed and 
decorative, equipped with standard Bos 
ton Speed Cutters. Packed in a red, 
gold and black box with a picture win 
dow through which the color of the 
sharpener is visible. For More Informa- 
tion Circle No. 121. 


STOCK FORMS 

Wilson Jones Co., 209 8S. Jefferson St., 
Chicago 6, Ill., has entered the multiple- 
copy, carbon-interleaved forms business 
with their GrayLine Snap-A-Way sets in 
a wide range of stock forms for all busi 
Manifold Book and 
Padded Forms which have been expanded 


ness operations, and 
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NEW... beauty for every office! 


No more shabby painted mats to mar Send for illustrated catalog— 
the appearance of your office or desk it’s FREE! 

area! New gleaming plastic-laminated 
MASO-MATS in rich wood-grain deco- 
rator colors (Walnut, Driftwood Gray, 
Mist Green and Desert Sage (beige) 
harmonize perfectly with any color 
scheme. Truly beautiful, MASO-MATS 
match your office furniture and furnish- 
ings—won’t chip or peel—clean with a 
damp cloth — are non-slip — and long, 
long wear makes them more economical 
for every desk in your offices—President 
to office boy. See them at leading dealers 
everywhere. 


NC, 
53 W. Jackson, Room 913, Chicago 4, Ill. 
Please send me free Catalog and more infor- 
mation on the plastic laminated Maso-Mat. 





Name 





Title 





Company 





Address 





ewe we we we ee ee ee |) 
: I 


City Zone State 


MASO STEEL PRODUCTS, INC. 
53 W. Jackson, Chicago 4, II. 


For More Information Circle No. 262 





Right At Your Finger Tips 
_A Plastic Binding Kit 
For Scrapbooks and Albums 


| Exciting new do-it-yourself binding kit, 
simple enough for a child to operate 
Just insert the pages and punch, then 

| pick a colorful binding tube from the | 

| spin dial base, snap into place and in| 

| seconds you have a real professional. | 


looking colorful volume. iy 


Other models available— 
write for free booklet to department OF-11 


TAUBER PLASTICS INC. 


200 Hudson St.. N.Y. 13, N.Y. Call WOrth 4-5621 


For More Information Circle No. 314 





Information Cire le No. 





For Your Annual 


eee ROLLER CHANGE 

Insist on a 

“Futuristic” 

5-Star Platen 

for 

wu CBest Results 

Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 











For More Information Circle No. 315 
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ther 
the new Snap 
» identified by the 


sters 


and 
A-Way 


GraylLine nat 


wr hat 
numbers. 

utographie reg 
rs for use 


and portable with regist 


forms features a 
ies ink to 
the e ‘ 

Ss strens oth is sufficient 
hand 


entries, 


or machine « 
vet 

To compete 
lata entered 

y L, ne ar Sey 

al-punehed continuous 

tographie r 
tabulating 

plied with fre 


mist rs 


1 and a revoly 


Snap-A-Way sets, 
1 names 


More 


nted with firn 
1 box. For 
134 


an 


FELT-TIP MARKER 


an & Det 

rk 18, N. 
( 10 
Maste nk, lal 
cluding black), for w 
tics, wood, paper, 1 
ean be used for 
ickages, making 


yr-coding 


charts, col 


@x me 
patterns and 
The pencil 


ae pact 
felt tip 


marker 

a protective 

: with instrue 

tions Packed in quant 2s of one 

n boxes, tl 79e each. 
For More Information No. 102. 


gdoZzen 


retauls at 


Circle 


S marker 
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How much does it cost 


to he ‘Daun sure 


every carbon copy you make 


is clear, sharp, 
and fade-proof? 


Only 5/100 of a cent per copy! That’s 
all the premium for Old Town’s Dawn 
carbon paper amounts to — 5/100 of a 
cent for a record copy you can be sure 
of every time. 

Dawn carbon copies have the sharpness 
of originals. They are clearer, cleaner, 
easier to read than ordinary carbon 
copies. And they stay clear and sharp — 
never fade, never smudge, never blur. 


FREE SAMPLE KIT 


Send for your free samples of Dawn. 
Kit includes table of weights and 
finishes of carbon paper, helpful 
hints for secretaries. Mail this 


Firm. 


Address. 
coupon today. City 


NON-CURL CARBON PAPE 


Just as important: non-curl Dawn 
handles flat—rolls through the machine 
flat, without wrinkling or creasing — 
cuts collating time in half. 


* Registered 


Old Town, Dept. 0-11, 345 Madison Ave., New York 17 


Name.. 


State. 


My typewriter is [) standard [) noiseless () electric. 
I usually make () 1-4 copies (1) 3-6 copies (1) over 6 copies. 


world’s foremost maker of carbons, ribbons, duplicators, duplicating supplies. 


For More Information Circle No. 402 
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It's ADDO-X’s precision 
manufacture that reduces 
operational noise to a 
whisper. With new fast 
action,” fingers literally 
dance across the keys. 
The STEP-O-MATIC 
lever offers calculator 
performance at 

adding machine cost 
when multiplying. 
Write today for 
literature f. 


“At 175 r.p.m. 


+Also on our NEW 
two register machine. 





ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET, NEW YORK 19, N. Y., CIRCLE 5-6940 


WEST COAST BRANCH 
WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5.2247 


For More Information Circle No. 176 
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SELF-FEEDING PENCIL — MAGAZINE COVERS © 

Tru-Tip Writing Instrument Corp., 153 Angler’s Co., 45-22 162nd St., Flushing, 
09 Tenth Ave., Whitestone 57, N. Y., N. Y., offers Peeka-Book transparent 
makes the Tru-Tip self-feeding pencil plastic binders for popular magazines. 
which automatically feeds its thin lead 
at the correct writing length to prevent 
breaking of lead. No manual adjustment 
of lead is necessary Each load of one 
lead costs less than one cent and will 
write thousands of words. Pencil pro- 
vides excellent writing and erasing 
qualities and is ideal for making carbon 
copies. Tru-Tip Pencils are made with 
black, gray, red, blue and green barrels 
with stainless steel tip, chrome top and The Hard-backed vinyl binder is made in 
pocket clip, and colorful erasers; retail seven different sizes to accommodate all 
at $1.69. ‘For More Information Circle different types of magazines. A sliding 
No. 110. rod holds publications in position at all 


i Na BS a EG RBI OS 0 Si 


Paper accumulate, too! 


DESTROY THEM COMPLETELY... — 
SAFELY in Your Own Office 


Put those accumulated papers through the "'Silver 
Executive Automatic''—the only automatic shred- 
ding machine on the pom It's self-feedin 
safe, easy to operate. Just Toad and turn it on 
+ . « confidential papers and records are 
destroyed quietly, in a matter of seconds! 
(Many firms shred after microfilming.) 
Typewriter-size, lightweight, portable. Beau- 
tifully styled, with attractive gray crinkle 

finish. Larger models for plants, fac- 

tories, warehouses. 10-day free trial on 

any size shredder. Age for literature 


describing th " 
lete line of paper shred- 
ders — both iP 
and reel models. 10-DAY TRIAL 


INDUSTRIAL SHREDDER & CUTTER CO. 10a wna svnecr, satem, onto 


For More Information Circle No. 300 
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; times 


| quickly. 


NO OTHER 


PAPER CUTTER 
FOR SMALL JOBS IS BUILT 
TO SELL $0 LOW! 


THE MICHAEL 
14” ALL-PURPOSE 
PAPER CUTTER 


For all mimeograph, 
duplicating, small offset 
or reproduction departments; 
for stationers, advertising agencies, 
photo finishers, banks, insurance 
companies, schools, colleges, small 
printers, letter shops, offset shops. 
Order from your dealer or 
Michael Lith 
nconsonates 
145 WEST 45TH STREET 
NEW YORK 36, N. Y. 


$e 


rmation Circle No. 321 


we For More Info 
PROBLEMS 


3 PHONE SOLVED—— 


1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 
Room 710 
New York 16 





pervious to oul, 
able 
schools. 


No. 
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changed 


im 


enables them to he 


and 
These washable eovers are 
l, water, acid and ink. Suit 
libraries, reception rooms, 


for 
For More Information Circle 


ete 
107. 


TAPE DUPLICATOR 


ntrols Corp., Dept. O-106, 
Rochester 2, N. Y., 
Paper Tape Regen 


f qa Comn 


Punched 
Init. Consisting o 
Motorized Tape 
Motor 


Regenerat 


] 
iereial 
eable 


to a Reader 


8-channe 
ond 


a se 


yroducir 


luced on Flexowriters or tape produc- 
the reader. Simultan 
are duplicated in the 
tape of all 


-eSs, into 


1 producing a composite 
information recorded on the individ- 
apes. Con posite tapes can be used for 
n, computer input, tape- 


transmissio 
addr ls »mt ; 
1ddresspiate emboss 


wire 
erters, 

ing n nes, recording instruments and 
other tape-operated equipment where one 
tape accelerates processing. In sales 
g, for example, utilizing one 

<owriter automatic writing 

idividual by-product tapes are 
automatically as orders are writ 

These tapes, varying in length, con 
1 all or selected information as de 
sired. To speed processing of data, a com- 
recorded in- 


posite 


tape combining the 
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Only 7195 buys a true photocopyer 
the new, all-electric DRI-STAT ‘200’ 


And look what you get for your money! 

41. The Dri-Stat ‘200’ is a true photocopyer. It makes 
sharp black and white copies of anything — doesn't 
drop out pastel colors; doesn’t muddy details or 
halftones. 

2. The most complicated material can be copied with 
absolute accuracy in less than one minute at a 
cost of less than 9¢. 

3. A top quality machine despite the rock bottom 
price. Processing and developing units are elec- 
trically operated. Copies are as clear as those 
from photocopyers costing twice as much. Papers 
up to 9° wide and in any length can be copied 


A DIVISION OF PEERLESS PHOTO PRODUCTS, INC., SHOREHAM, N.Y 


office photocopy specialists and builders of photocopyers and supplies 





PEERLESS 


4. The ‘200’ is a general-purpose office machine. It 


takes less desk space than a typewriter, weighs 
approximately 20 pounds. Anyone can use it 
The design is so simple that no special operator 
is needed. Office people like to use it because 
it is clean and it saves time. 


The versatile Dri-Stat ‘200’ is the first true all 
electric photocopyer priced at less than $350 
$400. Ask us to demonstrate it before you accept 
any substitute system. 


Auto-Feed, Dri-Stat's exctusive auto- 
matic paper teed, is availiable as op- 
tonal equipment on the ‘200° 


CeCe ee eee eee eeeeeeeeeeeee 


DRI-STAT Division 0- 


Peerless Photo Products, Inc. 
Shoreham, New York 


] I'd like to see the Dri-Stot ‘200’ of work in my office. Will 


you ask your distributor to make on appointment with me? 


Send me more information on the low-cost Dri-Stot ‘200 


Nome Title 
Compony 
Street 


City Zone Stote 


it 








mail . . 
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Here’s Why Everyone Prefers 


LUXC0 


The Stand in Most Demand 


ATTRACTIVELY STYLED 
* Smooth Contours 
* Rounded Edges 
* Full Round Tubular Steel 


ENDURING STRENGTH 
* Continuous ring of steel rigidly fastened 
completely around the top—solidly ties 
top and legs together 
* Full — Solid Steel Top — no slots or 
openings 
* One-Piece Stamped Base 


SILENT STEEL 


* Steel top is undercoated and fully in- 
sulated by special sound absorbing 
compound 


* Cushioned guide bars and retainers 


*® Soft rubber casters . . . soft rubber feet. 


Model B605 
Business Machine 
Stand with 
Cushioned Bars 
and Retainers 


4 Complete Line of Stands, Steel Chairs and Stools 
and a De Luxe Personal File 


BADGER, ::: 


KING AT FRONT ST., LA CROSSE, WIS. 
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formation into one long tape is prepared. 
When completed the composite tape is 
fed into the Tape-to-Card Converter to 
produce tabulating cards, or it is trans- 
mitted over communications 
equipment to the plant designated to fill 
the order. Composite tapes are important 


existing 


because slow input retards computer ac 
tion. Problems or phases of problems are 
prepared on the Flexowriter which pro 
duces a by-product punched tape auto 
matically. Tapes are converted into a 
composite tape on the Tape Regeneration 
Unit, and the entire problem is ready for 
the computer. For More Information 
Circle No. 432. 


ROTARY COLLATOR 


Industrial Designers, Box 
39652, Los Angeles 39, Calif., makes the 
Col-A-Tron. The with- 
drawal of sheets actuates the movement 
of the rotary top which turns on ball 
Equipped with letter, card or 


Associated 


Rotary simple 


bearings. 


check size Col-A-Trons with a capacity 
of 72 pages to the set at one gathering. 
lifted off for 


or they may be re- 


Collating units can be 
straight line work, 
moved and nested for storage in one 
third the space. Pedestal may be taken 
down to save floorspace when not in use. 
Table top diameter is 36”. Each divider 
has two indexing recesses and blank ad: 
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is the NEW 
low cost 
LEDGER TRAY 
SAFE 


... TO PROVIDE POINT-OF-USE 
FIRE PROTECTION FOR VITAL RECORDS 


New standards in efficiency and economy for posting ledg- 
ers by machine or hand are provided by low-cost YORK 
Ledger Tray Safes. Regardless of record sizes, ideal 
working height is always maintained. Easily made ad- 
justments quickly adapt units to size and weight of ledg- 
ers. Present trays can often be used. 
YORK mobile Ledger Tray Safes will provide on-the- 
spot fire protection for ledger records . . . improve post- 

YORK SAFE & LOCK ing efficiency ... reduce costs. For complete information, 

910 Mulberry Rd., S. E. write today. 
Canton 2, Ohio 


Dealers in all principal cities 


Ps) Le ~ J f _ \y 
‘Tp | 


> os 
wa Ss 
> LZ 
- Wie 
“> | 


Tray flexibility. Underwriters’ 
Mobile Present trays can Perfect Maximum Laboratories’ 
and easy to use. often be used. working height. capacity. T-hour fire label. 














For More Information Circle No. 220 
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FAST!! SAFE!! 
FILING—FINDING 


USE 


ATLAS VERTICAL 
FILING SYSTEMS 


FOR 


NEGATIVES 
OFFSET PLATES 
STENCILS 
X-RAYS 
SWATCHES 
ART WORK 
MASTERS 


Write for 
Complete Catalog 


ATLAS HANGERS 


A Type for 
Every Need 
Choose the hanger 
best for your re- 

quirements 


DNP (illustrated) 
Nega-Plate envel- 
ope hanger for off- 
set plate and nega- 
tives 
SH for serrated edge 
offset plates 
PH for pinhole edge 
offset plate 
DSH for standard stencils 
DGR for foreign heading stencils 
PSC for offset plates, negatives, stencils, 
etc. 
GIH Gripdex for aroup and specialty 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 
For More Information Circle No. 305 
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are supplied. Col-A-Trons 


nav | ised a large eapacity sort 


ers. For More Information Circle No. 115. 


CHECK FILING SYSTEM 
<ford Filing Supply Co., Clinton 
ad, Garden City, N. Y., makes the Ox 

Pendafiex Cheekfiler for banks 
which ust continuous, accordion style 
folders. Cheeks can be filed only within 
inating misfiling be 


the por kets, elin 


tween folders. The necordion action 


opens more than one folder at a time so 
checks ean be removed or inserted in se\ 
eral folders which spread when one 


opened. Whether folders are full 


» tab is visible at all 
need to finger tabs 
manipulate a follower 
ove checks at statement 


tire frame 1s placed over a 


ushes all cheeks upward so 
easily purged. Folders 

n proper sequenee ready for 

I accounts are readily inserted 
because the nai if folders can be sep 
arated at any point. Oxford Pendaflex 
Checkfil fit ll standard cheek filing 
cabinets and are said to reduee filing 
time at least 25%. File clerks and book 


port t is @asicr and tess tiring. For 
More Information Circle No. 126. 


keepers in banks using this system re- 


TELETYPE RIBBON 


Quest Mfg. Co., 220 W. Monroe St., 
Chicago 6, Lll., makes QuesTel ribbons 


designed for long service on standard and 


high speed Teletyp 


machines, This 
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BRUNSVIGA / 


new 
10-key 
calculator... 





eee 


the result of 60 years of experience in research 
and manufacture 


beautifully styled — for effortless operation 
and maximum legibility 


compact, robust, dustproof-designed for a 
lifetime of trouble-free calculating 


simple, silent, fast- tackles even the most 


complex calculations easily 


For More Information 
Circle No. 422 


BRUNSVIGH IGT 


this new hand-operated Model 16T is the latest addition to the renowned BRUNSVIGA- 
range. Write for full details, demonstration or literature to: 


BRUNSVIGA MASCHINENWERKE AG. 


Braunschweig - Western Germany - Postfach 175 


ee erat 





SSTCSSSSEHHSHESHEHEHH TESOL HS, 


@ SOHOHSOSHSSHSHHOSHHOHHOHHOOOSOOOO®, 


New Booklet tells of ... 


160 Ways touse 
AUTOMATIC 
TYPING 


aillaltisietiaiieeweceiniie Yow 
\ 
Get Your 
FREE Copy 


It’s no secret that individually 
typed letters bring better results. 
But hand-typed letters can become 
very expensive when used in vol- 
ume for routine correspondence or 
direct-mail selling. 


Automatic typing of personalized 
letters by Auto-typist equipment 
is the economical solution. Just 
how automatic typing can be used 
to cut costs and increase returns is 
contained in the 16-page booklet, 
“How to Use the Auto-typist.” 


Auite-TyPist 


World's Largest Manufacturer of 
Pneumatic Typing Machines 


AMERICAN AUTOMATIC TYPEWRITER CO. 
Dept. 511 
2323 N. Pulaski Rd., Chicago 39, Ill. 
Gentlemen ‘ 

Please send me a copy of **How to Use the 
Auto-typist 
Name 
Company & Title 
Address 
City 


For More Information Circle No 


° 


. 
Peoeeeeseeeeeeeeeeseeeeeeon® 


nl} 


© ionger 


more and 
life 


formulated oi! 


is 
ast 25¢ 


cially 


by the manufacturer 


mall’? aetion. Lower por 


a reservoir from 


prede termined 


VY vual 


ot 


one 


J dow ll. 


I imewrts 


on Are 
r More 


Nnon-COrrosilve 


Information Circle 


Fo 


DRAIN 


mPewer 


PIPE CLEANER 


ef Dept., 
[ll., 


gy and remo, 


1O42 


makes 


sinks 


power, 


aWwfhy 





save 
ght equal the cost 
aranteed to clear 
maaper, rag 
matter 
rial p e its value. 


Information Circle No, 139. 


‘ase, sand and 


on a 50-day 


For More 


ered 
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$195.00 ‘ F : 
Plus F.E.T ; 4 J FLUID 
mn 4 . CONTROL 
: ‘ DIAL* 


PUT A PLUS IN YOUR 
DUPLICATOR SET-UP WITH 





HERE'S WHAT TO LOOK FOR! 


UID CONTROL ACCURATE REGISTRATION 
URE DIAL PLEXIGLAS MASTER GUIDE 
c ead a hie ip ae twee prs a The amazing new spirit duplicator that combines the 
‘ penta a , pyres a / savas long life economy of fine craftsmanship with all the top 
features that make for easier handling. For instance, 

ADJUSTABLE PRESSURE ON AUTOMATIC FEED *THE FLUID CONTROL DIAL helps you get more copies 
FOR VARIOUS WEIGHTS OF PAPER AND CARDS makes it easier to run both sides of the sheet... uses less 
fluid and eliminates paper curl. Call your office machine 
p=... dealer for an immediate demonstration — five hand and 
electric models to choose from, 9”x 17” to 18”x 20”. Wire, 











phone or write now for complete information 


Du Prints inc 
1502 S. Main St., Los Angeles 15, Calif 


Plea riptive literature and prices 


models 


1502 S. MAIN ST., LOS ANGELES, CALIF 


For More Information Circle 
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A lar for Office Efficiency 
S | 


National’s Ringbock 
and Post Binders Offer 
Exclusive Features that 
Promote Office Efficiency. 

Help Save Time! 


WK Sactomaer e\ + 
a 
. Post Binders tie » Ag 


7 
bound in brown or gray Dupont viny! 4X Lock Booster Ringbooks 


binding with stainless steel rims t pr 





, * Best grades « r attractive ap- 
tect desk top and binder edges. Finger 3 ' oo 


——a tip open with posi 


tive locking 


pearance, long 


n backbone 


r closes them 





a 
i 


Turn aie! 
Post Binders 


has easy-to-grasp knob that turns 
left to open, right to provide 
tive lock that keeps sheets securely 


compressed in binder 
by Prongmaster ; Ring Visible Binders 
wT Visible Binders with Dupont vinyl cover over stiff 


with automatic shift for insertion or board metal rims and hinges 


WAS removal of sheets flat opening Lock Booster for positive 
== = metal rims and hinges locking 


ZNATIONALY 
——e _ 





~ 


Write for Folder No. 306 NATIONAL BLANK BOOK CO., Holyoke, Mass., or... 
CALL YOUR NEAREST 


NATIONAL ‘tcox STATIONER 


For More Information Circle No. 184 
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PARALLEL LINE RULER 


Koh-I-Noor Peneil Co. Bloomsbury, 





N. J., makes the Koh-Liner which enables 
anyone (even beginners) to quickly draw 
evenly distanced parallel lines on forms, 
precisely spaced crosshatching and shad- 
ing. The accuracy of the Koh-Liner is 





ae . 


obtained through the use of a push-but- 
ton increment advance mechanism, Mere 
ly set the dial for the line spacing de- 
sired and then keep pushing the button 
and drawing the lines along the advane 
ing straight edge. To facilitate drawing 
diagonals, the straight edge may be set 
15°, 30° and 45° from the horizontal. 
For More Information Circle No. 128. 








cE TIER. 
UNREADABLE 


NEW SHREDMASTER ( cupeos come out 


HERE 


PAPER CUTTER-PERFORATOR 


Lansdale Products Corp., 30x 568 


ae 


cutter which will cut, score and perforate 


Portable office paper shredding machine 
quickly, easily, “and effectively destroys 
confidential papers and obsolete records 
in your own office. Quiet, compact. Safe 
and easy to operate! New low price! 


FREE 10-DAY TRIAL. 
Write for free illustrated descriptive folder 
with details of 10-day trial. 


Ask for brochure #14 


— | The SAREDMASTER @../. 
. 9 East 40th Street, New York 16, N. Y. 
paper, plastics and woven materials. It Manufacturers of the most complete line of 


Office and Industrial Shredding Machines! 
A Division of Self Winding Clock Co., Inc. 





will also produce inside straight and 
re bevel cuts to make mats for pictures. 
Cutting blades and wheels cannot be op- 











For More Information Circle No. 308 
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¢,¢, DOOOY 
OOOOOY 
"e, KOSI 


“‘My Spinnit Paper 
Drill Paid for Itself 
in 4 months,” 

says small printer. 


POWER BENCH DRILL 
Sound, simple machine tool design. Clean 
holes thru 1” of stock. Chip disposal. 
Sharpening chuck. Table, 12” x 18”, fully 


adjustable gauges. Slitting and slotting 
attachment also, 


£ LASSCO 
CORNER 


ROUNDER 
Model 20 


$2 4-.co 


—including one cutting unit. 
Four shear-action “plug-in” units 
available: Ye”, %”, %”, Yr". 
Cuts %2” of stock. Heavy-duty 
Floor Model also available. 


For complete details write: 


LASSCO PRODUCTS, INC. 


485 Hague St. © Rochester 6, N. Y. 
For More Information Circle No. 295 
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retails at $33 y 
head L 
tachment 


No. 129. 


HIGHER PARTITIONS 


Marnay Sale 


ew quarters. 
leveled steel] 
r fluted or 


+ 


empered 
tock eolors of 

tin gray or any 

lard size glass 

sion engineered 

with finest aluminun 
piano hinge 

lows door to 

nserts can b¢ 
pegboard or 

panels that 


THe Orrice—November, 1956 





“trigger touch” electric stapling 
saves time, effort, money! 
Bates Stapler “shoots” 5000 staples at one loading... ELECTRICALLY! 


e Eliminates tiring manual work, ® Fastens up to 20 sheets 
speeds up jobs... 


quickly pays for itself e Stands up for years, 


proved in actual hard use 
e Acts at touch of paper 
ited Compact, quiet, only 27 Ibs. 
“Shoots” rustless brass staples 
rifle fast Rubber toes protect desks 


Made with both single 110-120 AC motor drive, 
and double stapler heads 60 cycles, hair trigger switch 


clip coupon for 





> 30 Vesey St., Dept. O-1156, New York 7, N.Y. 
i H Dear Sirs: | would like more information 
full information on the BATES ELECTRIC STAPLER. 
the BATES 
manufacturing co. Company 


30 Vesey Street, Dept. 0-1156, New York 7 Address____— 


Position.___ 


| Name____ 


Makers of Bates Numbering Machines, Staplers, Cit Zone State 
Eyeleters, List Finders, Stamp Pads, Perforators, etc. Loo . a. KL ; — 


For More Information Circle No. 215 
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| VETRO 
-) Filing 
) Systems 


promote office efficiency in over 60 
countries! 


= Sees ‘ 





Above and right Neatness of 


arrangement and maximum 
saving of space are the out- 
standing features of the ARCHI 
VETRO Archiving System 


VETRO VW The vertical Filing System with the best visi-+ 


bility of the sliding tab. Five different tab posi- 
tions 


VETRO lalora/ The first really improved Lateral Filing System 


in a very simple, specially designed open shelf. 


Archiving System, desiqned for large installaz 
tions. No shelves 


ff 2 The simplest, most economicalandspa avin 
ALPGAIMETRO pleat, mos aneeriins,, 


Manufacturers who are interested in acquiring manufacturing and 
selling rights for the United States are kindly requested to write to 
the inventors 


Rud. Furrer Sons Ltd., P.O. Box, Zurich 22/Switzerland 
Specialists in Office Systems since 1887 
For More Information Circle No. 282 
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snap ¢ 


mto specially designed brackets are | COAT d T C S 
awrutlatiln for areas where complete base | an HA RA K 


Other 


Partitions come in heights of 39” 


losure is desirable. Rockaway 
, o4” and 
68”, Free layout 


planning service is 


available. Partitions may be rented. 


For More Information Circle No. 130. 


TYPEWRITER 


Park Ave., New 
York 16, N.Y., announces that special pa- 


Underwood Corp., ] 


per clamps for rapidly handling stand 


ard paper forms are available as op 


tional equipment in place of the paper 


bail on all Underwood 150 standard type 
This 


typing applications on continuous forms, 


writers. feature is adaptable for 


for fill-in work and envelope addressing. 


clamps, once standard equipment 


Paper 
on Underwood typewriters, were the fav 
orite of news reporters who prefer to in 
lifting a 
bail 


general 


sert the without 
bail. 
adopted to 
user, newsmen 
their 


adapters so that standard models may be 


paper 
When the 


sult 


paper 
paper was widely 
the 


complained, To 


typewriter 
answer 
requests, Underwood makes special 
readily equipped with the paper clamps, 
When paper clamps are used, they elimi- 
nate the necessity for raising the paper 
bail to hold the paper after it is fed 
around the platen. The paper is fed di- 
rectly under the paper clamps. The fin- 
gers take hold of the paper as soon as it 
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|STORE MORE GARMENTS 


IN LESS SPACE. 6-8 per foot. 


Mirror like chrome 1°" tubular steel. 


| se 
a A. Pau 
> << 
36" Single Shelf $9.95 
36'"' Double Shelf a 


14.95 


shown 


2'-3'-4' a 


FLOOR STANDS 





36"' Double Shelf $39.95 


t 


36" Island $55.95 


Ask your dealer or write us direct. 


BEVCO PRECISION MFG. CO. 


831 CHICAGO AVE., EVANSTON, ILL. 
For More Information Circie No. 310 


T Y p E X The Miracle 


type-cleaner 
GONE FOREVER are the messy, <= 
dirty, old fashioned brush and solvent 
that smears fingers, or gums which 
must be kneaded before using. 
Now you can offer your customers the 
new ‘‘Typex’’, the modern type clean- 
ing device, with interchangeable ad- 
hesive refills. Keeps type sparkling 
clean. Works fast. Write for free 
folder at once, 


MICHAEL FRUMKIN Yarz 





87-11 35 Ave., Jackson Heights, 
N. Y 


\\\\\\ \\ \ \\ : \ 


4, 4iry¥e ¢ 





for Business 


: e METAL SIGNALS 
& u -V is e for Vertical Records 


Al 


1 "Hog 30 3 
97 28 (7 





METAL SIGNALS 
N u- Vi Z for Visible Svotome 





09 02 
TRANSPARENT 


Cellugra SIGNALS 


for Visible Systems 





TRANSPARENT 


Crimpgra CRIMPED 


Signals for Protected Visible Cards 


<i Ml ee 
| as | 
Also a full line of Maptacks i 
and Map Flags 
| Free Descriptive Folders Sent on Request | 
® GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


r More informatior 





en ve widths. For More In 
formation Circle No, 119. 


NUMERICAL DATA PRINTERS 


NUMBERING THRU 
CARBON SNAP-OUTS? 


Force Paragon 
Model IC autc 
matic number 

ng machine 

pea with 

eye to ef 


icien 


y 


ntain fr 
The Paragon 

equippedq with 

sharpfaced 

16 inch 

Gothic figure 

wheels, It num 

and repeat. Guaran 
copies with ease. 


FORCE WESTERN, Inc. 


216 W. Jackson Bivd., Chicago 6, Ill. 
For More Information Circle No. 325 
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ariety of applications of the numerical analogue-to-digital converters and other 
lata printers are problems of digital volt data reduction devices. For More In- 
meter and shaft position conversion. The formation Circle No. 125. 
ten-key serial entry machines may be 
used in connection with tabulating eard TYPEWRITER DESK 
key punches, A ddressograph plate Corry-Jamestown Mfg. Corp., Corry, 
punches, typewriters, punched taupe read Pa., makes an improved folding type 
‘rs, laboratory and industrial testing writer shelf for 52” and 55” Steel Age 
ent and other data-handlinge work. Desks. The new Steel Age mechanism is 
ceyboard parallel entry models more cfilieient for seerctarial and steno 
Inting or printing-and graphic work in confined office areas. 
on from compu Shelf combines the space-saving ad 


graph ‘aders, vantages of 52” and 55” Steel Age type 





Not until the mail is opened 
and distributed! Having the mail 
open when the office does—gets 
work started earlier. Saves a lot 
of time in a business year! 


¢ A PB MailOpener works faster 
than any girl with a “dagger”. 
Trims a hairline edge off envelopes 
as quickly as they can be fed. 
Opens envelopes of every size and 
thickness. Fast, safe and neat. A 


MailOpener is a real economy. 


e Power or hand models, to meet 


When does your needs. Call the nearest 


PB office for a demonstration. 


your business Or write for free booklet. 
FREE: Handy desk or wall chart of postal rates 
day start? 
Pe 


with parcel post map and zone finder. 














PITNEY-BOWES 


MAILOPENER 


waa PITNEY-BowEs, INC. 
bas 3460 Walnut Street, Stamford, Conn, 
... originators of the postage meter. ... offices in 94 cities in U.S. and Canada. 
For More Information Circle No. 309 
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Built-In 
POCKET 


on continuous forms 
or unit sets 


keeps your 


1.D.P. rape 
At Hand 








SAVES COSTLY TIME, filing and finding 
PREVENTS LOST, misfiled or damaged tapes 


MAKES FORM AND TAPE a complete 
identified unit 


POCKETS made to fit 1.D.P. TAPE or 
PUNCHED CARDS 


POSITIONED on the back of any desired 
copy of LITHOSTRIP Continuous Forms or 
LITHOSET Unit Form Sets. 


WRITE TODAY for DETAILS and 
FREE SAMPLES of POCKET FORMS 


AMERICAN Lithotold Corporation 


$0 BITTNER ST. © ST. LOUIS 15, MO. 
> More Information Circle No. 296 








writer desks with a mechanism designed 
for ease and simplicity of operation. Its 
trouble-free desig vermits movement ot 
the shelf in and out of the pedestal with 
minimum effort and sound. Shelf locks 
firmly into rigid working position, is 
self balancing and accommodates all but 
large eleetrie typewriters It is avail 
able in all three Steel Age Desk Lines: 
3000, 1000 and Correlation. For More 
Information Circle No. 143. 


NUMBERER FOR SCANNING 


. Foree & Co., 216 Nichols Ave.. 
M. H. Co 
ich is use 

presses to print the 

oO CONnSeCUTIVE 

>-Channel punche 
unit prints numbers 

way that tape would 

tronic seanning oft 


is achieved by reflected 


This is just one of many types of 
de printing units that can be develope: 
Through the appl ation of the same basie 
principles, Foree has already produced a 
number of test units for various ele¢ 
tronic scanning systems employing dots, 
dashes and specially shaped figures for 
code printing. Regardle of the method 
ot printing or type ot eode identification 
required, the company is prepared To 
manufacture code printing units to ful 
fill the specific needs of data processing 
svstems. For More Information Circle No. 
116. 


Cue Orrice—November, 1956 








MEMO CALENDAR 

Wilson Memindex Co., 149 Carter St., 
Rocheste1 ot. N. eis has redesigned the 
Daydex Model E, a small (444” x 34”) 
inexpensive memo calendar for users who 
do not require the full-size daily pages 
of the regular Daydex. It features a 
separate calendar page and memo page 
for each week of the year, with a moy 
able plastic arrow to indicate the cur 
rent date. Calendar page and arrow are 
held in an open, upright position by a 
baekrest. The page shows past, present 
and future months as well as current 
week. The Model E Daydex comes in 


four colors: antique ivory, mandarin 
| 7 


red, olivette and cinnamon. Cost of the 
Model E complete is $2.50. Yearly refill 
is $1. For More Information Circle No. 
135. 


NEW! DISCOVERY nop-it-vourseur 


BEFORE YOU PAY OUT ANOTHER COSTLY PLUMBING BILL 


CHICAGO—Nov. 5th—Factories, Offices, Institutions 
including Home Owners are constantly having trouble 
with clogged-up pipes which proves expensive in 
Costly Plumbing Bills 


But now—here is a new Rodding Tool designed to 
clean out the most stubborn drain & sewer stoppages. 
Not just an ordinary rod, but a patented unit guar- 
anteed to make every bend up to 100 ft. Yet anyone 
can operate this rod which is whirled down the drain 
in a few minutes. 


TOILETS, URINALS, SINKS, and FLOOR DRAINS 
clogged with paper, grease, rags, soap, metal chips, 
and sand can be cleared saving the owner the 
Rodding Tool’s price, the first time it is used. Cutter 
blades can be attached for removing roots. This new 
unit can be used on any 1%” to 6 inch waste pipe 
including Septic Lines, Sewers, Laundry Tubs, Bath- 
, : tubs, and avoids Flooded Basements. Obstructions 
We offer 30 days free trial to prove it! give away immediately when struck by this new type 
_ ADVERTISED of Sewer Machine. 
fe y IN LIFE We offer this new Rodding Tool on a 30-Day Free 
Trial to prove its value. BUT MOST IMPORTANT IS 
THIS—What is this Tool worth to your Office, Fac- 
tory or in your own Home in Costly Plumbing Bills 
Saved! FREE BOOKLET lists latest Discoveries in 
Hand & Electric Units, Root Cutters, Water Impact 
Guns—For your own good—Tear this Ad out now and 
th ite your name & address beside it. No Agent will 
Cé or ‘rite Postear “HICAGO PHONE K 
_ ELECTRIC erin 6-4nee Posteard (CHICAG PHONE KIL 
Uy UNIT CLEANS - ‘. 
+ eG Gon MILLER SEWER ROD COMPANY, Dept. Office, 


FEET 4642 N. Central Ave., Chicago 30, Illinois 
For More Information Circle No. 407 
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Dad, Stausues prove. With records 

destroyed, 43 out of 100 businesses never re- 
open after a fire! But there’s no point in 
being a sad statistic. Not while you can pro- 

, tect vital business papers in Hercules® Multi- 
Lox fire insulated files. Letter, Legal, Ledger or 
Check sizes—each with optional locking 
arrangements, and each carrying an Under- 
writers’ Laboratories label—are available 
through your Meilink dealer. See them 

today, or write Meilink Steel Safe 

Company, Toledo 6, Ohio. 


with Meinl ii for oops 


Most complete line of safes and insulated products 


Meilink Steel Safe Co 
1672 Oakwood Ave., Toledo 6, Ohio 


Please send me your folders on Meilink safes and 
Hercules insulated steel files 


State 


More Information Circle No. 301 





CAS 


hey 


H REGISTER RIBBONS 
e Corp., 207 | t kivergreet 


attractive, 


freshness. 


KITTY . 
KASHERE 
Ribbons 





registers W rices, Fon copy, Circle 
No. 109. 


STAPLE REMOVER 


1034 Mechanie St., Westerly 
> (r-2 staple Iie 


held n the 


point of the re 

r the staple, and a 

s the staple to ride up 
oving it quickly and 
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cleanly without tearing or fraying the 
papers ‘or other material. For More In- 
formation Circle No. 127. 


INDEXES 


G. J. Aigner Co., 4268S. Clinton St., Chi 
eago 7, Ill, is gradually converting to the 
use of especially designed glassine en 
velopes for their Aico Stock Index Sets. 
Made of tough, extra strong, practically 
transparent, tear resistant glassine paper, 
the envelope identifies the set of indexes 
contained therein with stock number, size 
and a boxed area to show the price. 
Printed in attractive orange-red and 
blue, w 


ith an illustration of a ring binder 


PAIGE 
Indexes | 





wt 


7d 1 Keep Your 
Loose Leaf Material 


n PROPER ORDER! 


leips You File and Find 
FASTER — EASIER 


ave 


You 
TiME —WORK —WORRT! 


Phere cs an AICO INDEX 
FOR EVERY PURPOSE — FOR EVERY BINDER 


For Further Information Ash Your Stationer 


60 PROD N) AM RADE AND CunBantite & acme me on 


equipped with an Index Set, the en 
velope carrics a point-of-sale selling mes 
sage. The envelope also protects the In- 
dex Sets from damage due to handling, 
storage and other problems incident to 
self-service stores. Ali stock sizes of 
\ico Indexes for memo books and ring 
binders from 5144” x 3” up to and inelud 
ing the 11” x 17” sizes for post and 
ledger binders will soon be shipped in 
the new envelopes. For complete in 
formation and eatalog of Aico Indexes, 


Circle No. 4353. 
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The light weight and 


strength of Fidelity Onion 


Skin will reduce Typing, 
Mailing and Filing ex- 
penses when used for Thin 
Letterheads, Copies, Rec- 
ords and Forms. 


ESLEECK MANUFACTURING CO. 


Specialists in Thin Papers 


TURNERS FALLS, MASS. 


For More Information Circle No. 298 











Why does she 
love her... 


BOSTON 
CHAMPION 


It’s handsome .. . feeds itself... 
won’t scratch 
operate .. . cuts beautiful points 
every time . . . dependable . . 
and clean, too—no messy fall-out 
ofshavings from pencil receptacle. 
Want to see your office efficiency 
go up? Put a Boston Champion 
Portable on every desk. A small 
investment—but a mighty im- 
portant one for busy, mod- 
ern offices. 


so easy to 


All Boston Sharpeners 
guaranteed one year. 


C. HOWARD H U NT 
PEN CO., Camden 1, N. J. 


Also manufacturers of SPEEDBALL pens and products 


For More tnformation Circle No. 323 
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SPIRIT MASTER UNITS 

Dept. Q-11, Peer 
Newark 5, N. J., makes Kleen 
Master spirit duplicating un 


} - 


Peerless In perial Co., 
less Place, 
ts which will 
rubbed on the 
Vapor sealing locks in the hecto 


not stain hands even if 


coating. 


bleeding on 
hands, The 


rives inereased 


life fu in 814” 11” and 
14” sizes, packed 10¢ 
For free samples, Circle No. 108. 


units to a 


VISIBLE POSTING FILE 
- Fax orp., Westbury, N.Y., an 


of a Double Posting 


ection to their line 


of vertical visibl cord keeping equip 
This meets li ir 


requiren ents with 


ment. record housing 


many advantages 
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of the vertical visible principle. The unit | 

makes as many as 20,000 records immedi- TIME STAMP 
ately available and accessible to one op- 

erator. Where larger record requirements = 

are necessary, two units can be arranged ‘ 

with posting section between. The table- 
top portion of the Posting Section slides 
back, placing the operator and all post 


Records to the 
minute when _ it 
arrived . . . how 
long it took... 
ing media in proper position to reeords when it left. 

in left-hand seetion of this unit. All ree 

ords are on one level. No bending or 

stooping is required and all records are 

within easy reach of the operator. Each 

section is constructed to receive drop in 

large Econofiles with privacy of records 

maintained by each section having its 

own cover and lock. For More Informa- 

tion Circle No. 118. 


CARTON STAPLER 


4-jewel movement — Not expensive. Un- 


International Staple & Machine Co., megs —_ =" ——- yonere 
801 E. Herrin St., Herrin, Lll., makes the | ee: a a ee 


vas . : ber die. 
Clincher ecarton-closing stapler for easy, 


one-hand operation. Its narrow head gets DORSON CORP. 


i oO ig laces suf shapec 2ar- e 
into tight pla in unusual shaped car 605 W. Washington — Chicago 6, Ill. 


For More Information Circle No. 312 
an 








ting 


line Dupli-Typer Ribbon Attachments 
Make INKED Copies 


Increase Production—Reduce Costs 


For 
Continuous 
Form Work 


For 
\ Y Bookkeeping 
tons. The newly designed staple pusher ly Machines 
has no end projection. It offers steady | For full 
pulp tension on staples until the last one has | information write: 
sing been fed to machine, and is easy to re- 


ages move for refilling. Simple to maintain, DUPLI-TYPER CO. 
stapler has only four easily cleaned as- | 456 Fourth Avenue, New York 16, N. Y. 








1956 For More Information Circle No. 313 





SAVE MONEY 
TIME and LABOR 


with 
NEW ELECTRONIC HOT WAX PROCESS 


SPOT CARBONIZING 


OF YOUR OFFICE & BUSINESS 


SPOT CARB is applied directly 
to back of each sheet in any size 
or shape. Clean, non-smudge. 
Eliminates necessity of carbon 
interleaving. Possibilities of sim- 
plification and savings are prac- 
tically unlimited. Perfect for all 
forms — from small, receipts to 
large accounting forms — single 
or multiple sets. Our complete 
plant handles printing, spot car- 
bonizing, binding. Contact us di- 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 
samples and booklet POT 
“How to save with SPOT } 





56 LAFAYETTE STREET, NEW YORK 13, N. Y. 


Send samples of SPOT CARB forms and | 


free booklet “How to save with SPOT 
CARB" 


FIRM ...... 
ADDRESS 


SIGNED 
For More Information Circle No. 364 


218 





semblies Penetration controlled by 


A patented two 
penetration of 


four adjustment screws. 
piece anvil allows quick 
any corrugated board. Anvil is easily re 


For More Information Circle No. 


FOLDING TABLES, SEATS 
Scheiber Detroit 39, Mich., 
Mobil-Fold folding 
table and bench units for lunch 
Available in 12-ft. and 14 
The unit consists of two 


Sales Co., 
announces Schieber 
portable 
hour seating. 


ft. models. 


The 12-ft. unit 
The tables and benches 


tables and four benches. 
ents 32 adults 

di center and lock 
to their own all steel, caster equipped 
. The 12-ft. unit folds to 6 ft. and 
For More Infor 


n the vertically 
earrie! 
will clear all passages, 


mation Circle No. 428. 


PLATEN RECONDITIONER 

Mining & Mfg. Co., 222 Kear 
e., Jersey City 4, N. .- 

ron Platen 


Federal 
makes 
Reeonditioner for renew 
office machine platens, Fedron swells 
ndentations and pits in platens to restore 
their lk 
it restores the platen’s original dull, slip 
proof finish. FF used with 
out n , and speeds servicing and shop 
jobs at a less than 4c per platen. 
For More Information Circle No. 101. 


vel surface. By removing glaze, 


dron ean be 
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LITERATURE 
from the 
Manufacturers 


Data Processing Explained 

Ditto, Inc., 6884 N. MeCormick Road, 
Chieago 45, Ill., has published a 24-page 
illustrated booklet which, upon one read 
ing, should give the average person an 
understanding of just what is meant by 
integrated or automatic data processing. 
Too many people believe this IS Some 
thing entirely new when, in fact, they 
have probably been using a form of au 
tomatic data processing for several years. 
Once this is understood, it is not too diffi 
cult to understand the more recent devel 
opments. Even those who ‘‘know what 
it’s all about’’ will find this booklet use 
ful if they pass it along to members of 
their staff. For a copy, Circle No. 424. 


Punches, Fasteners, Binders 


Acco Products, Ine., Ogdensburg, N. Y. 
has issued a new catalog featuring Acco 
Nos. 10 and 110 Punches in a choice of 
colors, Acco Tenpak No. 12 Fasteners, 
Fivepak No. 723 Acco Fasteners, BFSA 
2507, BFC Binder and the Acco Clamp 
No. 225 with or without suction cups. 
For a copy, Circle No. 148. 


Office Furniture 


Corry-Jamestown Mfg. Corp., Corry, 
Pa., has issued an attractive, 120-page 
catalog of Steel-Age office furniture 
which illustrates all items in full color 
and black-and-white. Bound in loose leaf 
style, it eontains full descriptions and 
specifications of desks, chairs, files, cabi- 
nets, tables, bookeases, ete. Swatches 
show the many finishes available, and the 
catalog should be found useful for refer 
ence by all users of office equipment. For 


a copy, Circle No. 149. 
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“NEW” CHECKWRITER 


GIVES YOU PROTECTION 
AT HALF THE COS a 


my 


/ 

%* Here is a checkwriter that does the 
job as well as more expensive ma 
hines machines that cost more 
than twice the price. Prints and 
safety perforates amounts up to 
$9999.99. A precision machine fea 

1. Etched chrome plate turing: deep etched chrome plate 
2. Easy set buttons chrome trim, finger grip handle and 
3. Finger grip handle elector buttons, adjustable side 
4. Adjustable gauge alignment gauge 


5. Sturdy base with 
rubber feet ONLY $4950 
6. Decorator finish 
IN COLOR OF YOUR CHOICE 


g* Green with dark green base 
Sa Ton with brown bose 
> 
| Gray with block bose 


See your dealer or write to: 


Checkwriter Division 


raat \\ I) F rvvenmn 0. | 


jimeted WY 34 HuBeRT ST. + NEW YORK 13, W. Y. || 
"| 





“s pulls the dirt out of type- 


writer type rather than washing 
it into the machine 


Flatten the putty 
by pressing very 
firmly 


Press it on all of aN. N Tak 


the type. Do not 


Fold the putty 
upward to origi- 
nal pyramid shape 


NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes. 


NO HARMFUL FUMES to covse headaches 
or colds. 


To moke neot erosures—just touch the word 
to be erosed, Bud will absorb the surplus ink. 
Then erose ond there will be no smeor. 


Retails for 50¢ each 
Dealers—write for sample and cost 


Ue Oe ee ee on Sk 
er ee ae 
BALTIMORE 12,MARYLAND 


For More Information Circle No. 319 
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Partitions 
E. KF Ha 6800 Grant Ave.., 
Cleveland 5, Ohio, offers a brochure dd 
Divider Wall 
cluttered open floor 


iserman Co.,, 
scribing how Hauserman 
can be used to turn 


space into effective, sem work 


I 
units, 


private 
Divider Wall is available in color 
combinations and soft egg shell textures 
and the finished | 


metal partitions are 
shown in color swatches. 


Specification 
lrawings are included For a copy, 


Circle No. 145. 


Advice for Secretaries 
Old Town Corp., 345 Madison Ave., 
New ork 17, N. , offers a pamphlet 


containing advice for secret 


aries on Car 
bon paper problems: . To avoid wrinkl 
the carbons and aving tree-marks 

] a smooth 

letterhead heet and ¢ar 

bon er the flap of an e ‘lope. Tap 
the stack until ; n insert all, 
including the envelope, into the machine. 
Roll it throug 


envelope, then ro ( tarting posi 


release the 


tion. To 


carbon sheet. 
per ‘ machine can tear 
carbon f alignment and 
Oo can worn o get better copies, 


1djust th oke, avy if copies are 





= =BUSINESS FORMS—— 


CARBON — INTERLEAVED PULLOUTS — SINGLE SET 
OFFSET & LETTERPRESS 
FINE QUALITY — LOW PRICES — FAST DELIVERY 


Among Nation’s Most Progressive Printing Plants 
(Expanding Steadily Since 1938) 
. 


ORDER DIRECT — BUY WHOLESALE — NOT RETAIL 
EXCLUSIVE DEALER AREAS ALSO AVAILABLE 
s 


We Feature 30 Day Delivery — No Order Too Large 
The Duplicate Forms Co. 
STATION STREET MENTOR, OHIO 
For More Information Circle No. 320 
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too weak, lighter if they are too broad. ing system which delivers the hot or 
To prevent roller marks on copies, have chilled water. Twin blowers draw room 
the paper feed rolls on the machine’ ‘air through the filter, blend it with fresh 
checked. If they are too tight they will filtered outside air (if desired) and di 
leave roller marks. The booklet also rect the air over the coil where it is 
contains information on how to order cooled and dehumidified during hot 
duplicating equipment and supplies and weather, or heated in cold weather. A 
gives prices and data on each item. For toe plate eliminates unsightly return air 
a copy, Circle No. 152. grille and allows easier cleaning of the 
room. Drain pipe is heavy steel, coated 

Air Conditioning with mastie to proteet against corrosion. 
Worthington Corp. Harrison, N. J., Life-time lubricated fan motor is con 


ffers a bulletin on their Fan and Coil nected by direct drive to the fans. For 


Room Air Conditioner for year-round air a copy, Circle No. 146. 
conditioning. \ choice of recessed or Py 
cabinet type conditioners supplies both Proof Presses 
heating and cooling in one compact unit, Challenge Machinery Co., Grand Ha- 
including air filtration and ventilation. ven, Mich., offers a 12-page booklet 
The cabinet unit is designed for free covering their complete line of Proof 
standing mounting under a window or Presses. 3ooklet covers 11. different 
along a wall. The other unit can be fully models ranging from the GP Proof Press 
recessed in a wall under a window stool. for fine reproduction proofing, with power 
Units are connected to a supply and re inking and other features; to the in- 
turn water piping system from a re expensive E and H models used by 
motely located central heating and cool schools, newspaper plants and small 


MULTILITH OPERATORS Rib 
o 


NOW YOU CAN CUT COSTS 
| crep 4 COver your own dampening rolls with 
PRESEWN TRI-MOL molleton covers 


IN 5 to 10 MINUTES ANYONE IN YOUR OFFICE 

can put on their own dampening roll TRI- 

MOL Molleton covers. It's as easy as 

A-B-C (see illustrated steps at 

ta Gan ath left). Send in your order to- 

Hid Hs Felton wot day or write for more 
leton cover (as shown) onto roller. information. 


STEP C — Tie ends and cut excess 
string THAT'S ALL THERE IS TO DO! 


FOR ALL MULTILITH & DAVIDSON PRESSES 


For turther information, write: 


ROLL-O-GRAPHIC CORP. 


133 Prince St., New York, N. Y. 














DEALERS AND DISTRIBUTORS INQUIRIES INVITED 


For More Information Circle No. 316 
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“MATIC”: 
means INCREASED 
OFFICE EFFICIENCY 

... autoMATICally 


DUO-MATIC 
POSTING TRAYS AND 
STANDS... Tray 
models for sheet sizes 
from 7” x 11” to 
12” x 12”. Stands 
available in skeleton, 
fully enclosed or with 
Filing Drawer. 


PORTA-MATIC 
Troys available in 
12”, 14%,”, 18”, ond 
2334," lengths and ten 
widths from 5” to 17’ 
Lightweight 
Portable. 


TILTO-MATIC 

Five sizes for all stand- 
ard register and soles 
book forms. 
V-MATIC Tray 


Ideol housing for writing 
boord and machine 
occounting records requiring 
small capacity. Eight sizes. 


Write for Ly 
prices and literature ~~ 


POSTING EQUIPMENT CORP. 
1026 Niagora St., Buffalo 13, N. Y 


Canadian Representative: J, J, 


printers for simple reading proofs, Con 


tains complete description and_ specifi 


eations of the new GP Reproduction 
Proof Press which features power inking, 
trip-off ol 
handy tip-out 
booklet 


better 


automatic impression, auto 


matic grippers, 


The 
need Tor 


inking 
system, ete. stresses the 
growing proots for re 
proofing both for offset and 


For a copy, Circle No. 147. 


productior 


Carbons and Ribbons 


Codo 


Mfg. Corp., Coraopolis, Pa., 
published a 


new complete, illustrated 


General Catalog and guide to carbon pa 
ribbons, 


ers, inked and heetograph sup 


Codo lists and deseribes all 


their 


| 
plies. In it, 
T 


ypes ot earbon papel including 
new Supel Kote with exclusive 
Chrome 

| 


bon rolls, i complete ling 


i 


Backing: various kinds of 


of ribbons, with 


offset rib 
CoVve;r 


ial attention devoted to 


sper 


bons. Duplicating supplies spirit 


master units, printed master units and 


other hectograph items. Codo’s previous 
General Catalog was acclaimed by deal 
that its 
material suited their purposes. 
included the best 
and has 


Dealers should 


ers who found organization of 
Codo has 
of the old in the new 
added much 


find it 


guide, additional 


data. more useful 


Carter Agencies, 901 Yonge Street, Toronto 5, Ont, ! than ever. For a copy, Circle No, 454. 


For More Information Circle No. 302 
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Machine Stands 


Hardware 


King St., 


Engineering Co., 802 
Garrett, Ind., offers dealers 
their new catalog and price list on their 
Type Right adjustable ty pew riter stands, 
and stands for other machines including 


duplicators. For a copy, Circle No. 370. 


Record Protection 
Mosler Safe Co., 320 Fifth Ave., New 
York 1, N. Y., offers a 20-page booklet 
protection entitled, ‘‘How To 
Be Sure Your Safe Is a Safe Place for 


Your Records.’’ It says 75% of the office 


on reeord 


safes in use today are obsolete. It warns 
that outmoded safes are dangerous poten 
tial incinerators. To collect fully on fire 
insurance, proof of loss must be fur 
nished. Statistics show that four out of 
every 10 firms which lose their records 
beeause of fire go out of business. In 
addition to tips on record protection, 
the booklet details correct procedures for 
cash protection. For a copy, Circle No. 
S¥i. 


Work Lamps 


O. CC. White Co., 15-21 Hermon St., 
Worcester &, Muass., offers their 24 page 
catalog of adjustable incandescent and 
fluorescent Jamps. Many new models are 
shown, including modern designed Work 
Area Spring Balanced units with finger 
tip control and ultra-flex arms. This low- 
cost ‘‘applied illumination’’ is efficient 


and appropriate for many applications 


and essential for close work. The manu 
facturer states that it has always been 
their intention to furnish adjustable 
electric lighting fixtures for every prac 
tical requirement, ineluding — clerical 
work. If you do not find just what you 
want in the catalog, they can probably 
fulfill your requirement from their large 
stock of interchangeable parts without 
delay or extra expense for special com 
ponents. For a copy, Circle No. 


For More Information Circle No. 427 — 


MOISTENERS 


FOR ANY OFFICE AND 
SHIPPING ROOM NEEC 


FOR POSTAGE STAMPS 
or “heavy duty” requirements 
a SENGBUSCH will 
moisten it more efficiently 

and economically! 


IDEAL SENIOR 


Exclusive chrome-plated 
brass fittings provide 
perfect roller rotation 
Clean, white porcelain 
lasts a lifetime. 


IDEAL JUNIOR 

Economy model with 
precision-fitted brass axle to 
prevent roller wobble. A 
deluxe feature for a low- 
priced, all-porcelain moistener. 


IDEAL MAJOR 
Big, heavy duty 

6” model for 

shipping rooms 

and office use 
Precision-fitted 

axle assures 

perfect balance 

and wobble-free ms 
operation of the roller. 


NO-OVER-FLO SPONGE CUP 
Only sponge cup on the market 
that guarantees no water over 
flow! Unique separate chamber 
holds surplus water. No more 
mess or bother. 


SANITOUCH MOISTENER 


Handy built-in ball-valve closes off 
water supply after each touch — 
keeps water clean. Heavily weighted 
to resist tipping. SANITOUCH 

is the most popular moistener 

with bank tellers and cashiers! 





30 DAY FREE TRIAL OFFER TO PURCHASING AGEN 


Send moisteners checked. We enclose remittance of $ 
which you agree to refund if we are not entirely sat 
] Ideal Senior, $2.50 Ideal Junior, $0.90 
No-Over-Flo Sponge Cup, $1.50 Sanitouch Moistener, $1.7 


Name 


Ideal Major, $2 


Company 
Address 


City Zone 


1216 SENGBUSCH BLDG 
MILWAUKEE 3, WISCONS! 


“TOFFICE ESSENTIALS OF DISTINCTION’’ 








STOP THIS 
WASTE! 


VERTICAL 


FILES 


SAVES & PROTECTS 
your STENCILS, 
OFFSET NEGATIVES & MASTERS 


sticking and creasing 
harmful oxidation 
scratching damage 
lost or wasted time 


STOP AND THINK what a big investment you may 
have ‘filed’ in messy piles, on hooks, etc. You're 
throwing away an average of $10.00 every time 
an original is lost or damaged! 

With a low-cost, sturdy MIM-E-O Vertical FILE, 
you can prevent the waste of hundreds of dollars 
a year! Stencils, negatives and masters hang free 
from pressure . . . protected against damage 


easy to file and Finda « acy FILE CLIPS 


| SAVE 
{ SPACE 


against 


There’s a MIM-E-O 
model to save and 
protect all types and 


izes— ities f 
—— EASY-FIND INDEX 


Write today for FREE Illustrated Brochure! 


MIM-E-O STENCIL FILES CO. 


1219-21 W. Chestnut St. @ Chicago 22, Ill 


300 Distributors 
you solve your 


. to help 
offset filing problem. 


For More Information Circle No. 401 


- coast-to-coast . 
stencil or 


Learn To Deal With 
Organized Workers 


( ntinued from page 140) 

comes your way, the intelligent way to 
handle it is the prompt way. Either or 
both parties can diplomatically retire 
press of other “lt 
Do not fall for the old school ot 
thinking that this would be a show of 
weakness. It’s a show of straight think 
pay off in a successfully 
negotiated contract that otherwise might 
hever he reached! 

We have 
disinterest, sometimes downright 
ity, towards the services ot the 
Mediation Conciliation 
You may 
just 
umpire !” 


Seriously, 


under business or 


ness.” 


ne and 


may 


found 
hostil 
Federal 
Service. 
? Well, 


loves the 


ratne! 


consistently 


that be 


“Nobody 


should 
as in baseball, 


thougl this 


n, nl attitude does 
understandable explanation, 
we do not always agree with it. 
a typical FMCS roster of 


past decade 


have an 
even 11 
A olance over 
the would have shown many 
commissioners with a pro-labor back 
many of ex-business 
The the 
Ik MCS with whom we have worked have 
operated integrity and skill in a 
trying Be that as 
how industrialist be 
reasonably expected to weleome into an 
labor man with 
such a pro-labor background as many of 
these men have had? 

Our experience 1s 


rround, them 


agents. commissioners of 
with 
number ot instances. 
if may, can an 


explosive situation a 


that the bulk of 
labor agreements lean rather heavily on 
the final step in a rather 
formula for resolving grie\ 
ances. This formula usually provides, 
as the final step in such a procedure, 
the selection of a board of arbitration of 
three manage 
ment, one by labor, and a third agreed 
to by both. If they 
agreement on this third man, an alter 
nate procedure IS usually provided. 
Management usually feels that the ar- 
bitrator’s work should properly be eon- 
fined to interpretation of 


arbitration as 
standard 


men: one selected by 


cannot reach 


clauses in an 
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Finger 
Tip 
Control 


Model 43 


Wheels engrav- 
ed with figures, 
letters, frac- 
tions, ete. 


Any Number 
Quickly 
Brought Into 
Printing 


Position 


WRITE FOR 
SPECIAL 
FOLDER 


AMERICAN NUMBERING -MACHINE CO, 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
Branch—-105 W. Madison St., Chicago 2, Ill 





For More Information Circle No. 236 


HEART OF 
KEY CONTROL— 
TELKEE SYSTEM 


PROTECTS KEYS AT ALL TIMES... 
TelKee System saves time, prevents lost keys, cuts down on 
duplicate key expense and tells immediately whot person 
hos what key. With Cross Index hidden, keys have maximum 
security even if key cabinet is forced open 


CROSS INDEX OPERATES SYSTEM .. ; 
Alphabetical Index shows key by description of item locked 
Key Numerical Index locates key by lock number. Hook 
Numericol Index lists key by hook numbers in sequence 


Look in proper index for proper key. Complete key control 
is this easy. 


FREE BOOKLET AVAILABLE... 


Have practical key contro! at low cost. Obtain complete 
facts today without obligation. 


For free booklet write to Dept. O15 


The MOORE KEY CONTROL® Systems 
P. ©. MOORE, INC. 


A SUBSIDIARY OF SUNROC CORPORATION. GLEN RIDDLE, PA 


For More Information Circle No. 237 
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TICONDEROGA 33 
as weneennee 


Not with TICONDEROGA 


Fingers won't cramp or tire even 
after long sessions with a Dixon 
Ticonderoga pencil. No finger fa- 
tigue common with other writing 
instruments. Prove it to yourself 
Try Ticonderoga — it’s Leadfast 


TICONDEROGA 
THE JOSEPH DIXON CRUCIBLE CO. 
Pencil Sales Division, O-17 Jersey City 3, N. J. 


Leadfust “Sta DF XON 


For More Information Circle No. 238 


to remember 
Apsco penci! sharpeners 
and desk accessories 
combine three factors of 
prime importance to the 
office equipment buyer 
Efficiency, durability, and 
economy. That's why this 
year, as every year, more 
requisitions specify: 


APSCO...America’s Office Choice! 


Apsco products inc. 


los Angeles, California 


Rockford, linois + Toronto, Canada 


For More Information Circle No. 239 





ULTISTAMPD 


STENCIL DUPLICATOR 


The ORIGINAL 





Hand Stamp 
Stencil Duplicator 


ADDRESSES 
Shipping Tags 
Labels 


MARKS 
Cartons 
Boxes 
Packages 


PRINTS 
Postcards 
Menus 
Forms 
Bulletins 
Price Lists 
Letters 
Trial Forms 


HUNDREDS OF OFFICE USES 


At Office and shipping room supply dealers 
8 Complete Outfit Sizes 
9.50 to 99.50 


THE MULTISTAMP COMPANY 
NORFOLK |, VIRGINIA 


For More Information Circle No. 340 


SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
er CANVAS & LEATHER 
Mail Bogs For Your 
Select Clientele 


wert for CleCULAm 


eXISTING 


OT1IEVANCEeS., 
thinking’ 


1 
t 


ot arhbiti 


expect 
¢ } 
Themselves 


wit! 


fo nto the 
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that 

and binding. It 
able risk, 


sometimes W 


both 
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arbitrator, or a board 


hould write a new con 


this tl 
W hen 


; 


unking dith 
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tion of a la 

hands ot 


vou 


firm’s 
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someone out 
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thoroughly 
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ent 


several 
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intellig consideration 
from 
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ends management 


e think that every man 


otiates a labor 
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Not 
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aha possible 
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make 
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ed tor to warrant that 
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n to David 


t that we 
and 
Sunday 


! 
ClhaUSe 


mnageme! try 
a halt ) 


hours 
simply 
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1) IS 
the eontract, ho 


few hours you 


Ow 


lar week, any hours 


would be at time 


vou only worked 


these hours were 


ler the contract you go 


the 
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was 

the 
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this at 
atter it 


ven mention 


Session 
vears later, when 
a desire for 
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point in return for which the Sunday “we'll strike!’’? Sooner or later, vur- 


premium pay time clause was nego tually every man, in this line of work 

tiated out. for management, must face this problem. 
When a union parades a display of We recommend this course of action 

agreements in which they have made — and attitude: 

certain gains always bear this question 1. DON’T BE SMUG, 

in mind: “What did they give to get 2. DON’T QUAIL. 

those clauses in there?” <A labor agree 3. Address yourself to any employee 

ment is like an ieebere; it’s not what bargaining group present. Have charts 

you see, but what you cannot see that drawn up beforehand showing how 

counts! costly the strike will be to the worker, 
What happens when they shout, even if he gets 50% or 100% of the 


SPOTLIGHT YOUR CATALOGS 
FOR SPEEDY REFERENCE 


wih SHEL-FILE 


SHEL-FILE units can be in- 
stalled on your standard 
shelving at no additional ex- 
pense. A self-contained unit, 
SHEL-FILE has been used ex- 
tensively as a desk filing aid 
for catalogs, reports, data 
files, etc. Your needed mate- 
rial is but an arm's length 


At your stationer away. 
or write for circular. | 


CEL-U-DEX CORP. * 1 Main Street ¢* Brooklyn 1, N. Y. 


For More Information Circle No. 344 


— — STATIONERS... PRINTERS... AGENTS... 


PROFIT " 1.015 DEALERS HAVE A PROFITABLE SIDE-LINE in... 


IN FORMS! 





The 1,015 dealers who sell Snap-Easy Forms get 

lucrative discounts ... their own imprint on forms 

. . « protection on repeats. 1,015 dealers are mak- 
_-— New Carbonless ing (Snap)-Easy money—So can you! Write today. 
y. Forms, Too! 


Arthur J. Gavrin Press, Inc. 
Main Plant: New Rochelle, N. Y. — Branch Plant: Denison, Texas 











For More Information Circle No. 345 
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it's Good bye to 


Introducing 


Kleen Master 


Spirit Duplicating Carbon 

nasty purple stains. New 
KLEEN MASTER units are you can 
actually 


No mess, no 
so clean, 
the 


rub your hands on 


without a smear. 


coating 


Vapor sealing locks out moisture, pre- 
vents hecto from “bleeding” against master 


paper 
Brilliant Copies 

Kieen Master produces crisp, brilliant 
masters on any typewriter. And, long or 
you get sharper, 
more readable duplicates. Write us today 
for full information and samples. Include 
the name of your office supply dealer. 
Dept. O-1] 


PMS il 


COMPANY, 


Peerless Place, Newark 12, N.J. 
For 


short run, copy for copy, 


More Information Circle No. 342 


demand. 

1. Make sure the 
paying for the 
to point to the 
the threatening employees, 


employees realiz 
strike. We used 
and tell 
“During this 
waves are 
'” Pointing to our 
right on 


who IS 
business agent 
proposed strike, his 
on just the 
“Our 


rolny 
self, 
too!” 
atoremen 
ed ou folks 
lost 
certain every 


fact!’ 


same 
wages are going 


Pointing to the 
tioned charts are 


employees, as 
distributed, 
are going to pay the 

Just wanted to be 


freight in 
wages! 
one in this room grrasped that 

Psychology laren 
part im ne 
3 like into a 
sion bessitae that they have 
in their hip pockets if demands are not 
Many times the strike 
only in their mind. We 
cal example of that 
during negotiations in a 
state. It was the 


sometimes play sa 
Many 


hare 


WOTIATIONS business 


agent to go aie Ses 


a strike vote 


met. vote exists 


ran into a typi 


SCVE ral 


winters ago, 
midwestern 
dead of winter, about 
15° below outside the bargaining 
room. We deadlock and the 
business agent bellowed they were read) 

» “hit the demands were not 
met, 

We waiked 
a word, and approached a window in 
tront of which the bareain 
Ing committee Was sitting. 
the window, we let the 
ring a tew flakes of 
slamming the window, we 
across the 


ZeCTO 


ri ache d a 
bricks” if 


across the room, without 
employees’ 
Jerking open 
wind howl Ih, 
snow. Hastily 
retraced our 
muttering as we 
“Sure would 


bring 
steps room, 
walked past the committee : 
be a tough day to walk picket!” 
Atter a five 
agent, who represented he 
had a strike when the 
ened, returned red faced and bellowed: 
“Draw up your contract any way you 
want to! We'll sign it!” We are not 
sure, to this day, what licked him; psy 
chology or the thermometer? 

Don’t get the impression we 
all—not by a darn sight! A 
point: the union battled to get a check- 
off clause included in our contract. This 
is an arrangement whereby the company 
deduct the union dues from 


recess, the busi 


already 


minute 
hess 


vote session op 


; ’ 
won em 
ease 1h 


agrees to 
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GIFT that’s a real CLEAN-UP! 


Weldon Roberts JET ERASER is eraser is encased in an attractive 
the perfect match-mate for gifts of | transparent plastic holder. Tip un- 
writing materials a “remem- screws so eraser can be moved 
brance” gift, useful and pleasing outward. Tops for typing, account- 
the year-round to executives, em- ing, drafting, professional and stu- 
ployees and your firm’s customers. dent use. NOT a_ mechanical 
This convenient, cylindrical stick gadget! 


Order these Weldon Roberts Erasers * SS )\ 
NOW from your stationer ry, made tN USB * oS) 
. PRE a - 


Choice of 
RED RUBBER FOR PENCIL ERASING 
GRAY RUBBER FOR ERASING INK & TYPEWRITING 
GREEN RUBBER FOR ERASING BALL POINT PEN & PENCII 








Pocket Clip Style for General Use 
Brush Whisk Style for Typists 
Refills 
WELDON ROBERTS RUBBER. Cé 
365 Sixth Avenue, Newark 7, N. J. 





Correct Mistakes in Any Language 





ie World’s Foremost Eraser Specialists 
For More Information Circle No. 263 


PAYS 
FOR ITSELF 
IN 30 
DAYS 


Why toil with dog-eared charts 
and reams of figures, when pay- 
ER rolls can be so simple... 


CALCULER-D NEV Routt THE AYRES WAY 
One of the greatest time savers Interchangeable | er 


offered payroll clerks, auditors drums permit chang- 

and bookkeepers since F.I.C.A. '!"9 charts for tax 

and Withholding Tax went into "ev'sions. 

effect. Used by concerns em- SOLD ON : 

ploying from 20 to 20,000. 30 DAY TRIAL GUARANTEE A twist of the fingers .. . and 
Sy ep ie ee cee complete F. |. C. A. and With- 





FOR ANY PAYROLL SCHEDULE 7 = 
CMT AR TMCS TE ieee oon Tax deductions appear on 
Uses government approved calculations a single line... Saves 50% time. 

See your local stationer or write direct to come , 

Té sted thy 


AYRES CORPORATION, BOX 1081, WILMINGTON, CALIF Fer seston seen 


For More Information Circle No. 264 





CONFIDENTIAL 





TT il 
Mail Order Today 


SHIPPED 
“FROM STOCK 











Easiest way to file and find confidential maps, 
blue prints, tracings, etc. Metal cabinet file 
with locking doors. 112 tilting tubes handle 
60” prints. Tubes are indexed for quick 
location. 


PATENT NO. 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S. Main Tulsa 3, Okla. 


For More Information Circle No. 247 





PLAIN OR PRINTED TO FIT YOUR SPECIAL a), 


Smith 
PROJECTING SIGNALS 
Fa, 
/OCTo 





Quality 
Size 


Service | 


| 
i 





Charles C. Smith, Inc. 


EXETER, NEBRASKA 





| For more than 50 years, a mplete line of 
| time-saving signals and indexes 


For More Information Circle No. 248 
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KLEEN-ALL® 
Newly CLEANSING CREAM 


Improved 


Now packed in 
unbreakable 
beautiful '/o Ib. 
and 1 Ib. 
PLASTIC 
CONTAINERS 


For ne OO 
Removing Kieen-All removes stains fast. 
e All Hecto- Leaves hands soft and smooth. Does 
raph not remove er discolor fingernail 
gait Carbon polish. A 100% pure cream—no 
& Ribbon filler used. Contains no impurities 
Stains 
Mimeograph 
Multigraph 
Ball Point Pen from clethes. 
Ink Stains CONTAINS LANOLIN 
KLEEN-ALL will not deteriorate, harden or shrink 
while ee en your shelf. UNCONDITIONALLY 
UARANTEED FOR ONE YEAR. 
We also pints athe th a DUPLICATING 


which have to be hidden with color. 
The SNOW WHITE cleansing cream 
made solely ef cosmetic ingredients. 
Can be used for removing stains 


Qur products can be ordered through your local supply 
bouse. 


Write for price list and FREE 2 os. sample jar. 


KRAYER MANUFACTURING CO., Inc. 


542-548 Pine Street Elizabeth 1, N. J. 
For More Information Circle No. 249 


Ty) 


i 
New! PLANNING GUIDE 
The modern memo-organizer. $3% 
One of the most practical 

daily reminders ever developed! 
Styled by a famous designer. 

” loose-leaf 
planned 
appointment & calen 

daily E 

weekly organization of activities. Bonus 





Handsome 71/4” x 61.” x 1 
binder, with — scientifically 
memorandum, 
dar pages that provide for 
pages for remainder of '56 (while they 
last) with ‘57 Satisfaction 
guaranteed or money back. Postpaid 
when cash accompanies order. Dept. 
NN-G’, Wilson Memindex Co., 149 
Carter St., Rochester 21, N. Y 


ord rs 





For More Information Circle No. 250 
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and 
designated union official. 

We areued that union 
was a matter of the seller (union) and 
the buver (employee ). We pointed out 
that the vaunted benefits of union mem 
bership must ride rather lightly on the 
shoulders of their membership, if they 
were unwilling to pay for what they 
hought when they joined up. Finally 
we threw what we considered a reason 
able clincher: We said that when John 
or Mary went uptown and bought a new 
piece of furniture, or an appliance, the 
store credit manager did not feel fre¢ 
to call up their employer and ask that 
we deduct, from each check, an amount 
equivalent to the monthly payment, and 
send it to him. 

But it was all to no avail. They out- 
toxed us—but good. It seems that par 
ticular State permitted, under law, em 
ployees to make assignments 
among other things, for union dues. If 
a married person was involved, the as- 
signment had to be co-signed by their 
spouse. We won a Pyrrhie victory. The 
clause did not appear in our contract, 
to be flaunted in the faces of other em- 
ployers offering similar resistance. But 
we were still saddled with the extra 
bookkeeping. 


employees’ wages remit it to a 


membership 


wage 


That’s how it goes, you win a few, you 
lose a few. Even the immortal Babe 
Ruth didn’t hit ’em all over the fence. 


Evaluating 


Office Experience 
Cc. M. LITTELJOHN 

N A WORLD as new as the current 

electronic office, with batteries of 

electrieé machines to do multiple 
¢«.erieal tasks and electronic brains to 
do the “thinking”, experience is no 
longer the wonderful teacher she has 
cracked up to be. At least, not 
the experience of Gay Ninety extraction, 
or a reasonable facsimile thereof. 

Do not set too great store by experl- 
ence, especially the experience of an old 


he en 
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Force helps you 
keep the 

2 Be, 
date it 


a 


FORCE MODEL 400 
Small-figure Date-Keoper 


A self-inking, 
small-figure, 
metal dater 
that’s perfect for imprinting 
dates in small spaces. Easy to 
handle 





FORCE MODEL 450 
Standard Date-Keeper 


AUTOMATIC ACTION 


DEC 23 1963 : 


Automatic date changes with 

a touch of a lever . . . automatic self-inking 
... for fast, clean, trouble-free dating 
operations. 


—Biacy Specify FORCE Date-Keepeu 
WM. A. FORCE 


- 216 NICHOLS AVENUE, BROOKLYN 8,N.Y. 





For More Information Circle No. 353 


NEW 
17" 
LINE- 
GUIDE 
FOR 
FIGURE 
AND 
TAX 
WORK 





Cop-e-Eez Copy Board 





Lansdale Products Corporation 
Box 568 Lansdale, Pa. 


For More Information Circle No. 354 


It pays 
ifs way. 
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IVPt CLEANING MADE EASIER 


ana 


ioded = olfice era, dating even 


outl 


to the lette rpress when serew tops tight 


indelib] 


* Billing Machines 

* Adding Machines 

© Addressing Plates 
* Marking Devices, ete 


TyPE EANER 


NORTA ‘DISTRIBUTING o-* 
165 Broadway, New York |, N 
- More Information Circle No. 


GENUINE ENGRAVED | 
Lery gHrEADS 
DIES ano PROOFS <9 20 


Evceaveo BUSINESS CARDS 
500 $11 « 1000 $15 @LUING ia 


BUSINESS ANNOUNCEMENTS 500 ONLY $28 


CLIP YOUR LETTERHEAD TO THIS AD... 
MAIL FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 
807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
For More Information Circle No. 332 
“FEDRON"™ 
PLATEN eyo aan 


Puts a ‘'NEW LOOK"' 
On Old Platens Instantly 


331 














ana 
re- 
slip- 
mess 
and 


Swells indentations 
pits. Removes glaze 
storing original dull 
proof finish No 

speeds up service 
shop jobs at a cost of 
than |/3c per platen 


WRITE FOR 
LITERATURE 


Federal Mining & Mfg. Co. 


222 Kearney Ave., Jersey City 4, N. J. 
For More Information Circle No. 333 


less 











HIGHEST 
QUALITY 
PRODUCTS 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Co. 


207 E. Evergreen Ave., Mt. Prospect, Ill. 


For More Information Circle No. 334 
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office executive does not 
mind tully 
open. He may harbor a mental block or 
lazard 


In mind, the 
have the windows of his 
something that actually resists 
instead of welcoming it. In the 
heht of but little learning from such 
experience, he may be prone not to ae 
cept the change which brings betterment. 
A new and simplified filing system, 
for example, with all that it 
improved physical equipment, may hav 
hard-sledding towards acceptance because 
of downright old fogyism that wears a 
Young ot 
fice workers may be eager to try 
thing new’’, while the aging office man 
ager is linked with office patterns and 
procedures of the past. He’s literally 
chockfull of experience but his experi 
ence 1s moldy and outmoded, making 
him a creature of habit with all th 
enslavement it implies. 
Can you trom 


Forms and formulas are only good fo1 


change, 


takes in 


coat of mail against change. 


“some 


learn experience 


so long o long as they fit. 

not forever. Chang s Torever, 
eternal—ineluctable, inescapable. T 
ful change, which does not stultify, 
teaches new experience, 
ome 


There are no forms, 


furnishings or formulas that can 
ruaranteed te carry 


or tomorrow. Rather may it be 


trom toda 


forward 
ouUuaral 


outmoded 


teed that they are sure to be 


and improved 


upon, in the course of 


time, tor such is the nature of progress 
In most every field, and especiall 
business, new experience is more 
able than old, because new market 
new customers 


people. 


business world 


are composed oT 


1 


By and large, it’s a bright ne 


with whol patterns ol 
new experiences that lead to mort 


usefulness, and 


power, 


Preater economic 


more 
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change, said the Greeks, and no true) 


There is nothing constant but 
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A PEDIGREED BRAND. 


<< ~-_ ry 
=" Guaranteed by ® 
Good Housekeeping 
“or 


iy 
45 apveariseo WE 


- - Conforms to Federal Specifications 


UTH ao 
ee % 


N 
ANIWIVERSARY) 
% 


of, 


Ke 
‘pany.’ 


PROMPT DELIVERY 


} OUTSTRETCH — OUTLAST — OUTSELL ALL OTHERS 
Plymouth Rubber Company, Inc., Canton, Mass. 


For More Information Circle No. 328 
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FILE FASTER... POST FASTER... 


cut Ano costs 


. with 


SORTKWIK 


The INVISIE SLE fi ingertip magic 


Only 50¢ each 


NO MORE IRRITATING, CLUMSY 
RUBBER FINGERS OR UNSANITARY, MESSY SPONGES 


WHEN YOU USE SORTKWIK 





So easy to use—just apply to fingertips 
to create greaseless, stainless, tacky film. 
Fingers pick up papers easily, quickly. 
One application is long lasting. Washes 
off easily. Non-irritating. 

Time-tested by banks, insurance com- 
panies and business firms throughout 
the country to speed up their paper work. 

At your stationer or send $1.00 for two 
regular size containers to try out. 


LEE PRODUCTS CO. 


Dept. O-I! 
2736 LYNDALE AVE. SO., MINNEAPOLIS 8, MINN. 





For More Information Circie No. 363 
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Eye Care Is Neglected 


N INCREASE in 

sioh care programs tor 

and 
America 
tistical 
usage ol 


prepaid group Vi- 
employees 
their families is predicted by the 
Optometric Assn. Their sta 
report on coverage, and 
group care programs 
shows that 38 Americans who 
cretting it. 
covered by prepaid 
seek and use the vision 
they have paid, accord 
study. This is thought to be 
inaccessability of health 
doctor, and 
service in eut 


cost 

vision 
million 
need vision care are not 

Many who are 
Dlans fail to 
eare for which 
Ing’ to the 
due to some 
restricted choice of 
a reputation for inferior 
rate plans. 

The report that 42% of all 
Americans have vision, requir- 
correction; 30% are receiving 
uncorrectable 
wearing lenses 
present and 
problems have 
neglected. 


eenters, 


shows 
normal 
Ing no 
adequate eare; 5% have 
vision problems; 10% are 
unsuited to their 
13% have vision 
heen totally 


needs: 
that 


recommends a vearly 
children, and the in- 
adult examinations to be 
than 24 months. One out of 
examined by op- 
is dismissed with the report 
needs no correction, or that his 
satisfactory. 

The association found variation 
in costs. A survey in one large midwest 
average of $27.70 for 
with single vision 

and $44 
report are 
Optometric 
Louis 10, 


association 
examination tor 
erval between 
no greater 
every eight 
tometrists 
that he 
present 


patients 


glasses are 
“ ide 
city showed an 
complete vision eare 


lenses, $38.90 with bifoeals, 
with tritocals. Copies of the 
available from American 

Assn., 4030 Chouteau Ave., St. 


at 5O0e « ach. 





S & L Convention 

m page 77) 

The convention program will 
of three 28) committer 
meetings; and numerous shop-talk ses 
sions, all related to thrift and financing. 


consist 


rene! al SeSSIONS, 
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PROFESSIONAL QUALITY 
PLASTIC BINDING! 


with these HAND-OPERATED 


PLASTICO 


PUNCHING & BINDING UNITS | 





Model 24 
Punching Unit 


rs 


Model 24 
Precision-punches pages fast and easy Binding Unit 
with. powerful SHEARING ACTION! Just insert cover and pages 


_——— ...» pull lever . . it’s PLASTICO-BOUND! 
a " en! = S- a 
Imagine en a 


being able to produce genuine PLASTICO-bound booklets, 

catalogs, etc. — right in your own office! Single copies. . . Suclusive 
dozens .. . hundreds — these two handy machines will give 

your literature extra prestige and selling power by adding ARCH DESIGN 
colorful PLASTICO Bindings. Rugged, compact, and easy to 
use, PLASTICO hand-operated units are “at home” in every 
office or business — pay for themselves in savings of time and 
binding costs. 


FREE Colorful 8-page booklet tells you how fo get more out of your printed literature. 
Fill out and mail this coupon TODAY! ~—s For More Information Circle No. 257 


for added strength 
and beauty 


fin PLASTIC BINDING CORPORATION 
ei 


Originators of Plastic Binding in America 
732 Sherman St., Chicago 5, Ill. @ 15 West 24th St., New York 10, N. Y. 


PLASTIC BINDING CORPORATION 
Dept. © 732 Sherman St., Chicago 5, Illinois 


| Please rush FREE BOOKLET giving me full information about 
the new PLASTICO Hand-Operated Punching and Binding 
Units for office use. 


Re re a sews eal hieree ie kiee hk 


f 
BOOKLET | 


& 


% 
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FOUNTAIN 
SOLUTION 


FOR ALL OFFSET PRESSES 
Now In 


HANDY VIALS 


NO WASTE 
NO GUESSING 


NO MEASURING 
~1 VIAL MAKES 1 PINT 








| pacity 





For FREE SAMPLES call CAnal 6-411! or write today to: 


SCATA- GRIME 
MFG. CORP. 


MAMARONECK, N. Y. 


For More information Circle No. 240 


ZIP-O-RITER 





Addresses Directly 
from Card 


Headings On 
Work Sheets 
Accounting & 
Tabulating 
Forms 
INDISPENSABLE FOR 


MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 


Anyone can use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO. 
3875 GARLAND ST., WHEAT RIDGE, COLORADO 
For More Information Circle No. 405 
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MP-Jr. streamlined 


COIN CHANGER 


OVER 5,000 
IN USE TODAY 


Makes change faster, 

more easily. Enhances 

beauty of bank. Sturdy 

aluminum with hand- 

some grey hammer- 

tone finish. Remov- 

able tray with in- 

side storage box. Ca- 

$125 — pennies 

through half-dollars. Size 8” x 10” x 61/)’ 


| Weighs 9 Ibs. Rubber feet protect coun- 
| ters. 
| tax. 


Guaranteed. $63 plus 


Trouble free. 


Write for descriptive catalogue and nearest dealer 


| Modern Products...Moderate Prices 


METAL PRODUCTS ENGINEERING, INC. 
Dept. 0, 4000 Long Beach Ave., Los Angeles 58, Calif. 
For More Information Circle No. 241 


THE BEST 


Every Office needs them 
Alert Dealers SELL them 
_Jreconite 
Chechwriter 


Frrcr-No 
Copyholder 


(assign 
Ae 


Hhakk Welicy 


COMPANY, INC.+ ROCHESTER 20, N.Y. 


40 MT. HOPE AVENUE 
For More Information Circle No. 242 
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General sessions, at which leaders in the their purpose being “to encourage thrift 
fields of housing, finanee, and govern and to make home ownership possibl 
ment will talk, will be held on Monday, among the rapidly rising wage earning 
Tuesday and Thursday mornings, No a ” Their first home loan was mad 
vember 12, 13 and 15 League commit lo Comly Rich, tne village lamp 
tees will convene Monday and Tuesday lighter, in April of that year. Thi 
afternoons, all day Wednesday and home, still standing at 4276 Orchard St 
Thursday afternoon. Friday morning, marks the beginning of the true home 
November 16, will be devoted to shop ownership movement in this country—a 
talk sessions. movement which today finds 59% of 
Mr. Dreier, following an address at \merican families occupying their ow 
the Monday general session, will preside — homes. 
at all general sessions, as well as at ses “Since our birth in Philadelphia 125 
sions of the executive conimittee and years ago,” said Mr. Dreier, “the savings 
board of directors. A highheht of this and loan business has become one ol 
year’s convention will be a special ente! nation’s foremost social and economie in 
tainment feature at which will be pre fluences, holding the savings of ove 
sented an original musical pageant de- 19 million Americans and financing the 
picting the growth and achievements « homes of one million families annually. 
the savings and loan business over thi Largest single source of home mortgage 
last 125 years. funds, our institutions finance between 


Today’s 6,000 savings associations ows 8 and 40% of all homes built or sold 


their existence to the foresight of fiv« each vear and, in so doing, are the big 
Philadelphians who established the Ox- — gest contributor to the growth in Amer! 


ford Provident Building Assn. in 1831, 9 «an home ownership.” 


Your appreciation of finer duplicating products 
r helped us build this finer plant 


Over the years word has traveled far that Colonial spirit duplicating 
products are uniformly superior. 

Because of this wide recognition of the dependable quality of our 
products, sales have grown to the point where our old plant could no 
longer handle our more-than-doubled’ volume. 

So we thank all you Colonial customers for your orders. Your friend- 
ship and confidence are responsible for our expansion. Our new plant has 
been designed with enlarged research laboratories, air conditioned offices, 
and every possible facility for every employee to do his best work for you. 

If you haven’t yet tried Colonial and you’re interested in spirit dupli- 
cating products, won’t you drop us a line? 

oe 





CARBON COMPANY SKOKIE, ILLINOIS 


SPECIALISTS IN SPIRIT MASTER UNITS, SPIRIT CARBON, GELATIN CARBON AND MANY RELATED DOUPLICATING 
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LOMA Managing Director 


The board of di- 
Life 


Management 


reetors of 
Office 
Assn. formally ap 
pointed L. R. Wood- 
ard managing di 
rector succeeding 
Frank L. Rowland, 
who has retired. Mr. 
Woodard 
many 
tary-treasurer of 
J. Howard Ditman, vice 
New York 


was elected president 
I 


was for 


years secre- 


L. R. Woodard 
the association. 


president and controller of 


Life Insurance Co. 
at the 33rd annual conference in Chi 
cago. Peter MeDonald, president 
and secretary, Crown Life Insurance Co., 


Toronto, 


vice 


was elected Ist vice president. 


NABAC Officers 

Steve H. Bomar, 
vice president 
treasurer, Trust Co. 


and 


of Georgia, Atlanta, 
was elected presi- 
dent of the Nation- 
al Assn. of Bank 
Auditors & Con 
trollers. Franklin 
D. Price, controller, 
First National 
Bank in Dallas, and 
formerly NABAC’S 
was elected Ist vice president. 
and 


Sheboygan, 


Steve H. Bomar 
secretary-treasurer, 
Malcolm 
H. Gibson, vice president cashier, 
Citizens State Bank, Wis. 
and formerly district director was elected 
2nd vice president. Donald J. Macdonald, 
auditor, Northern Trust Chicago, 
was elected treasurer. 


Cc 
0., 
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Hoover Receives SPAA Award 
Former President Herbert C. Hoover re- 
ceived the First International 
Award of Systems & Procedure Assn. of 
America at the 1956 International Sys 
tems meeting last month in Philadelphia. 
Mr. Hoover received a gold plaque and a 
check for ‘this 
contribution to the systems profession as 
Chairman of the 
zation of the 


Systems 


$1000 for outstanding 
Commissions on Organi 
Branch of the 
Government, in the performance of which 
he and 


Executive 


his colleagues have contributed 


immeasurably to the understanding, ac- 
ceptance and use of systems and proce 
dures as an aid to the effective and eco 
nomic management of 


publie and pri 


vate business at home and abroad’’. 
Heads AMA Office Division 
Man- 

Assn. an- 


American 
agement 
nounced the _ elec- 
tion of William L. 
Crunk, general su- 
perv lsor, sales 
offices, Reynolds 
Metals Co 
ville, 


“9 Louis- 
Ky., as vice 
charge 
office 
divi- 


president in 
of AMA’s 
management 
sion. 


William L. Crunk 


Eastern Computer Con ference 


The Eastern Joint Computer Confer 
ence convenes Dec. 10-12 at the Hotel 
New Yorker and the adjoining Manhat 
tan Centre in New York. Some 28 tech- 
nical papers will be presented by fore 


most computer authorities. Manufactur- 
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ONLY HARRIS : TITY. 
SENSITIZED PLATES 
ARE MICRO-SURFACED!” 





SMOOTH. 





GRAINED. 





MICRO-SURFACED 








HARRIS 
IT’S 
SURFACED ALUM-O-LITH 


SENSITIZED PLATES AND-SUPPLIES 


*The latest, proven, most advanced process nN sensitized plates 





ne LITHOPLATE, ING casrenn. 5908 Blanche Ave 


ALUM ° LITH : 
A jiary of Harns-Seybold Company SOUTH sasTaan. 623 W. Bros 
SUPPLIES MIDWESTERN 35860 63rd Stree’ 
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Now... you can get 


BEAUTIFUL COPIES 


on BOND or 
OFFSET PAPERS 
without slip-sheeting 


by using new...... 


JETDRY 
































INK . 
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Saves time —ink— paper because 
it dries so fast...sets so hard 
It’s amazing—what a difference 
JETDRY makes! “The finest ink in 
my 30 years in this business,” says 

one customer. 


JETDRY is an entirely new cencept in 
duplicating ink. It took us 5 years to 
perfect it! It dries so fast, sets so hard 

there’s nothing to equal it for Bond 
or Offset papers...no other ink which 
gives that “press-printed look” on a 
wide variety of jobs that you would 
normally have printed outside. JETDRY 
saves paper, too, because even the first 
few copies are perfect. One large user 
estimates a saving up to $75,000 this year 
in the duplicating department by using 
JETDRY ink. 

With setpry, no washing of your sten- 
cil is necessary —it’s self-cleaning by 
simply placing it between papers in a 
file folder. And—it’s always “ready to 


in your stencil 
duplicating 
machine 


go” again...when you use JETDRY, you 
can stop in the middle of a run, then re- 
sume the run hours later without delay. 

Ink is one of the lowest cost items in 
stencil duplicating (less than 20¢ for 
1,000 copies). JeETDRY costs no more than 
any quality ink...and you actually get 
more copies per pound. So, use JETDRY 
and get better looking copies with any 
make of stencil and all machines, new 
Or old. 





Try this new wonder ink 
without obligation! Write today to: 


MILO HARDING 
COMPANY 


Established 1904 
Manufacturer of the most complete line of 


stencil duplicating machines and supplies 


Monterey 
Calif 


> So. Monterev Pa Road 
Park (Los Angeles County) 
Francisce "it ) 
C 
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ers of computers and associated products 


will exhibit their equipment. Registra 
tion fee is $5 for members of the three 
sponsoring societies, $8 for non-members. 
Kor registration forms, write to 1956, 
Kastern Joint Computer Conference, Box 


1599, Grand Central Sta., New York 17. 


CPA’s Elect Eaton 
a ae 


Marquis G, Ea 
ton, of Katon & 
Huddle, San An 
tonio, was eleeted 
president of the 
American Institute 
of Accountants at 

69th annual 
meeting, He sue 
ceeds John H. Zeb 
ley Jr: of Philadel 
phia. Mr. Eaton 
Cahill & Com- 
pany, Tulsa, and Barrow, Wade, Guthrie 


Marquis G. Eaton 


was associated with L. EF. 


& Company, Oklahoma City, before open 


his practice in San Antonio. 


Management Course in L.A. 


An engineering and management 
course will be held on the Los Angeles 
campus of the University of California, 
Jan, 21-31. 


intensive study period will inelude gen 


Subjects covered during the 


eral management principles, engineering 
and research administration, managerial 
adjustment to labor law and union rela- 
tions, leadership principles, economies of 
plant investment and equipment replace 
ment, and a laboratory in leadership, as 
well as specialized work in motion study 
and simplification of work, work meas 
urement and allied topies. Information 
from Edward P. Coleman, Room 3104, 
University of California, Los Angeles 24. 


Chicago Automation Conference 


The seeond annual Conference on Auto 
mation will be held Nov. 15-16 in Chi- 
eago by University College, the Univer- 
sity of Chicago, where automation spe 
cialists will confer in workshop sessions 
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on the’ policy decisions senior officers 
must make. This conference will be held 
in the Conrad Hilton Hotel. Reserva 
tions are limited to senior company 
officers. For further information, write 


George 3S. Conomikes, University Col 


lege, 19 S. LaSalle St., Chicago 3. 


ARMA’s First Convention 


American Ree 
ords Management 
Assn. held its first 
national convention 
in Chieago last 
month. John F. X. 
Britt, Ford Motor 
Co., Dearborn, 
Mieh., was elected 
Other 
officers are Marian 


president. 
Soe PS ee Dunn, Minneapolis, 
Ist vice president; H. W. Shaw, Los An 
geles, 2nd vice president; Sarah Horo 
witz, New York, treasurer; Elsie Mat 
thews, Milwaukee, secretary. Informa 
tion regarding membership in ARMA ean 
be had from Mr. Britt, Ford Div., Box 
608, Dearborn, Mich. 


Winter Speaks in London 


Elmer Winter, 
president of Man 
power, Ine., ad- 
dressed the English 
Speaking Union ir 
London, Sept. 24 on 
the subject, ‘‘A 
Mistaken 
Identity American 
Capitalism.’ While 
abroad, Mr. Winter 
visited Manpower’s 
London and Paris offices and set up eight 
additional branches in Manchester, Bir- 


Case of 


Elmer Winter 


mingham, Liverpool, Brussels, Amster 
dam, Zurich, Milan and Rome. He met 
with leading European businessmen to 
introduce to them Salespower, Ine., an 
affiliate of Manpower. In addition to the 
many services that the firm’s 92 Amer- 
ican offices offer, Manpower’s European 
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most everything! 
“SS the PREMIER AUTO-FOLDER 


Pays for itself almost Immediately! Here 

is the lowest priced, Fully Automatic Folder 

made. Saves valuable time wasted by old 

fashioned hand folding. Imagine, up to 7200 

pieces an hour! Makes the seven most-used 

folds, changed instantly by the flick of a 

switch. Handles up to seven sheets at a 

time for reports, sales bulletins, surveys, 

etc. Simple to learn and operate. Rugged Hand 

steel construction throughout, in Silver Grey ‘ .< Operated 

Hammerloid finish. ‘ 4 $89.95 

LOWEST PRICED FULLY AUTOMATIC i Motor 

FOLDING ‘A MADE! : | Operated 
ealers: Some territories still available ie $129.95 


n exclusive franchise. Write today 


MARTIN-YALE, INC. 


2100 WEST FULTON STREET, CHICAGO 172, ILLINOIS 


For More Information Circle No. 230 


On the Trail to NATURAL ECONOMY 
in Snapapart and Tabulating forms! 
* Price-wise * Performance-wise ... its 


50,000 Sets or More 





=jon) onl ee | — ea | i ot — 
Hp rconporoted. 


The Mark of Quality 1735 EAST 30th STREET *« CLEVELAND 14, OHIO 
Sales Offices and Dealers in Principal Cities 
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offices offer those services needed by 
American businessmen overseas. Man 
power’s offices will be their European of 
fices for overseas addresses, bi-lingual 
stenographers, personal re presentation for 
relaying information or giving price quo 
tations: arrangement of tours of Euro 

plants and factories; handling of 
exhibits in European fairs; and contact 
ing European businessmen on _ personal 


matters, 


Automation for Senior Officers 


A top-level management conference, 


eo-sponsored by Fordham University 
School of Business and the 3rd Intern: 
tional Automation Exposition, will be 
held in the New Yorker Hotel, Nov. 

27. In addition to 


sions addressed by outstanding personali- 


ght conference ses 


e1g 
a4 


ties in the field, registration fee of $12 
includes two lunches, banquet, transcrip 
tions of the discussions and papers, and 
six eclinie sessions. Conference moder 
ator is Gordon L. Mattson, management 
consultant, Chicago. Registration lin 


ited to 200, 


Lower Insurance Rates 


Users of the Cummins-Chicago Corp 
Order Control System ean secure a 10% 
reduction in fidelity insurance rates from 
the American Casualty Co. Due to the 
svstem of order cancellation with a 
Cummins Perforator, shipping order, in 
voice and other supporting papers art 
permanently cancelled and the resultant 
reduction of theft, errors and lost ship 
ments make the insurance reduction pos 
sible. For full information write Cum 
mins-Chicago Corp., 4740 N. Ravenswood 


Ave., Chicago 40, Ill. 


Personnel Workshop 


A Workshop in Man-Management will 
be held on ten successive Thursdays be 
ginning Jan. 31, at Columbia University 
Club, New York. The two-hour sessions 
can be attended either from 4 to 6 p.m. 
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Vert-Fite 


THE LOWEST COST, MOST 
EFFICIENT SYSTEM FOR 
FILING ACTIVE 

RECORDS 


The ‘‘Verti-File’’ open shelf filing 
system couples the economy of a low 
capital investment with +igh speed 
filing efficiency. This system is most 
suitable for new installations, but if 
you are adding to your present filing 
set-up, it is easily adaptable to all 
filing methods. 


Why not have our literature and 
prices in front of you? 


WRITE FOR 
. NEW BROCHURE AND 
: \ PRICES on “VERTI-FILE” 


DELUXE 


METAL FURNITURE CO. 


448 Struthers St. 
WARREN, PA. 


A DIVISION OF THE ROYAL METAL MFG. CO. 


Manufacturers of library shelving, industrial shelving, and factory 
fyrniture for over @ quarter of @ century. 
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SPEED TYING 
OF OUTGOING MAIL 
SAVE rixtor 


with an 


AUTOMATIC 
PAK-TYER 


There is an ALL-PUR- 
POSE PAK-TYER for 
every application Ten 
times faster than hand 
tying. Easy to operate 
and maintain. All bun- 
dies and packages can be 
automatically tied with- 
out any adjustment. 3 tor 

24 ply twine as well as 

tapes and braids can be 
ral models to choose from. LET 
CUT YOUR MAILING COSTS. 
FOR CIRCULARS AND PRICES 


used, Seve 
FELINS 
Ww — 








TYING MACHINE CO. 


NOW 
3351 N. 35th St. 


FELINS ™mcmscume 
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Wilhelm Dreusicke Co KG 


MANUFACTURERS OF UNION-TYPE 
TYPEWRITER PARTS AND SPECIAL TOOLS 


BERLIN W35 LUTZOWSTR 3 
ASK FOR YOUR FREE COPY OF EXPORT CATALOG 
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automatically 
in seconds! 


NEW 
PORTABLE 


Our FIRST unit 
that offers all 
these advan- 
tages: 


wBRITE-LITE OPER- 
ATION works in any 
office light, either 
fluorescent or incan- 
descent. 

mDURABLE STAIN- 
LESS STEEL CON- 
STRUCTION 

mMAKES MULTIPLE 
COPIES ONLY 4c 
each 

wCOPIES | or 
SIDED ORIGINALS 

mREPRODUCES 
FROM ALL COLORS 





—PHOTO COPIES— 


EXACT-FAX by Genco 


e No other equipment 
needed 


e Unit weighs only 30 
Ibs. 


e Copies are 9/2” x 
any length. 


e Larger units avail- 
able 


e FAST! 60 to 90 
copies per hour 

e No washing, fixing, 
drying 
MADE IN U.S.A. 


LIFETIME SERVICE 
GUARANTEE 


Complete 

Units $145. 

Start at 

WRITE FOR FREE 
CATALOG 


General Photo Products Co., Inc. 
General Photo Bidg., Chatham, N. J. 
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ODERN BEAUTY 
STLYED IN WOOD 
by WORDEN of HOLLAND 


400 SERIES 

58” x 32” 
A complete line of commercial 
type office desks, chairs and 


leather upholstered furniture. 


WRITE FOR CATALOG AND DETAILS 


the 


WORDEN company 


HOLLAND 


MICHIGAN 
For More Information Circle No. 289 
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or 7:30 to 9:30 p.m, Fee is $85. De serip 
tive folder from Dr. Bernard J. 
Dunlap & Associates, 429 


Stamford, 


Covner, 
Conn. 
Magazine of Magazines 


\ new called 
Preview’’ 


publication ‘* Manage 


ment’s Documation consists 
of the contents pages of a large group of 
various business and management maga 
zines, indexed by industry and by maga 
zine title. These contents pages are from 


the current issues of each publieation, 
Subscription price is $25 a year, with spe 
cial company and educational rates. Full 
from Documa 


Woodbury, N. J. 


information can be had 
tion, Ine., 


Who'll Be “Manpower Sue”? 


\ novel attack against the office help 
shortage that plagues many business 
oftices today has been launched by Man 
power, Ine. \ contest will select the 
nation’s ideal part-time office worker, 


selected from the firm’s 50,000 employees 






r HEARD 


Atlantie St., 


THE 


ow can AS\MLELDEIND +o au vour 7 
INKED RIBBON & CARBON PAPER NEEDS s 


working out of 92 offices in more than 
75 of America’s largest cities. A two 
week Paris vacation for two will be 


‘* Man 


Prizes and awards will go 


given to the woman who is chosen 
power Sue,’? 
to nine other finalists and the local win- 
ners in each city. 


Manpower is seeking, through the con 


test, to bring more women back to work 


to alleviate the current help shortag: 


and establish more exacting standards 


for oftice workers. ‘‘The project 1s not 


a beauty contest although appearance 


will be a factor,’’ explained James D. 


Scheinfeld, Manpower’s vice president in 
charge of sales. ‘‘ Equally important are 
general oftice ability, personality, poise, 
character and dependability.’’ Finals in 


Milwaukee, home oftice of Manpower, 


will be judged by Dr. James Byrne, as 
Marquette 


Kducation, assisted by 


director, 
School ot 


sociate 
Adult ; 
Dr. George Zimny, professor of applied 


University 


psychology, and Marv Parr, instructor oft 


women’s busine SS Courses, 


NEW S ? ; 


Want the best deal you ever dreamed of — on Allen’s famous low-price high quaiity 
products? Call now for samples, prices, information — get started with Allen's top 
PROFIT-PRODUCING service at once! CALL BE 3-2255 or write: 


ALLEN & COMPANY 


MANUFACTURERS * A DIVISION OF DIXON CARBON & RIBBON CORP. 
11-13 VANDEWATER SYREET, NEW YORK 38, N. Y. 
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ONE-TIME Carbon Forms 


we Increase Efficiency, Reduce Costs 
— Sold through our Dealers only. . . 

— DEALERS: Liberal Discounts — Delivery you can depend 
—— on. All forms carry YOUR imprint. No inventory, equip- 
ment, shipping or warehouse costs. Write TODAY to 
New Dealer, Dept. 1, 1600 E. 26th St., Little Rock, Ark. 








1600 E 


INTERNATIONAL BUSINESS FORMS [eee 
FOR m2 eae F : Mg : 7 
26TH STREET . 


ARK-N-SETS, 
LITTLE 


INC. 


ROCK, ARKANSAS 
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Rahe 


Elmer 





rld famous Venus trademark, used to 

Vy on an increasil number of the com 

I ur floor y’s pe s a pens, ‘*The new 
s | yming e is re descriptive of the 

rr the average broader scope of our expanding opera 
exhibits he tions, which entail the 1 arketing of prac- 
scores that he t y every type and style of writing 
the time ar nstrument Founded in New York in 
acute probien Lor 1865, as \ erican Lead Pencil Co., 
augmented as Venus Pen & Pencil Corp. has associated 
ber r delegates companies n London, Paris, Toronto, 


fundamental 


the industry they 


and 
ith represent. 
Tot: registered convention 


was 12,106. NSOEA now h 


anutacturers 


attendance 
100 


1100 field 


as about 


and 


Roberts 


Stationery Co., Hutel 


Printing & 
Kans., 
ted president. Willian R. 


Diehl Office Equipment COs 


nson, 


was 


Diehl, 


I Columbus, 
( . ce pres dent of the distributors 
sion > I Rahe, Globe Wernicke 
( Cinecinnat ads the manufacturers 
! John B. Dwyer is in charge of 
; liv 
S t r 
. — 
» » ° ’ 
ee ae Venus Pen & Pencil Corp. 
S ( Riechar Lew 
stores sohn Jr., president 





P ( il 
, ‘het fte 
'] ears he ¢o 

T ~ el y 

Ss na r T Ve Ss 
Pe & Peneil Corp. 


The change, Mr. “a. 
: ie oe _ Richard Lewisohn Jr. 


the corporation’s identification with its 


and Mexico City. 
actories in the U.S. make 


the re 


conventions I 


t accents Svdney Venus 


thousands of 


Three 
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Don’t overlook the sales potential of 
Pencil Carbons. Get more carbon paper 
volume with Storms Pencil Carbons . . . 
available in four popular brands... 
Storm-Brite Super Blue, Perma-Blue, 


H.M.S. Non-Tack Blue and American 





Pigment . . . all with excellent manifold- 


ing qualities — and made of the finest 





materials. There’s a Storms Pencil Car- 


CURL RESISTANT — 
SOFT OR HARD IN VARIOUS PIGMENTS 


bon for every requirement. ..in blue, 
black or purple. You'll like the sharp 
writing pigment, the brilliant blue oil 
soluble and the economical non-tack 
pencil carbon. You're invited to write 
for complete details on the profit pos- 
sibilities of Storms Pencil Carbon. Use 


the coupon or write on your letterhead 

























THe OFFICE 


STORMS SERVICE BUREAU 


The Storms Service Bureau is ready to help you with 
special applications of Carbon Paper, Inked Ribbons 
and Carbon Rolls. You are invited to consult with 
Storms whenever you get such requests from your 
customers. No obligation, of course. 









H. M. STORMS COMPANY 


Storms Building, Brooklyn 38, N. Y. I 
Gentlemen: | 
(_] We would like to know more about the profit possibilites of Storms ; 

Pencil Carbons. Please send complete information. \ 
(_] We would like a copy of the Storms Catalog ' 
ae ee a —_— | 
cattails ] 
chaser cna sina | 
a en ' 
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VICTOR 
SECTIONAL VISIBLE 


Available for 5x3, 6x4 and 8x5 

cards. Approximately 50 record 

cards per section. Add the sec- . 

tions you need as your business grows with no “time 
out” for record expansion. Ideal for inventory or stock 
contrcl, sales or purchase records. Colored Victor 
signals help keep important “follow-up” information 
before your eyes. 


VICTOR BOOK VISIBLE 


Practical, portable visible records for 5x3, 6x4, 
8x5 and 8x6 cards. Attractive leather-like vinyl 
cover stands up through wear and tear. As many 
as 118 records in 5x3 book. Ideal for records you 
keep in your desk or in your briefcase. 








VICTOR RECORDEX® 


Handy visible records in a durable press- 
board folder with identifying index tab in 
center position. Perfect for record sum- 
maries or department records. Available 
with removable or fixed visible pockets. 
Folder tabs may be indexed with any 
information and folders filed neatly in any 
letter size drawer. Twenty pockets with 
protected visible margins in each folder. 


f) Put these Victor Visible prod- 

¥ ucts to work for you. A full 
line of Victor stock card forms 
are available to cover almost 
every type of record. 
Complete information—in a hurry— 
will increase your office efficiency. 
Take time now to start saving time 


and money. See your local Victor 
dealer for full details. 


fs, [Wicron sare routes” aaa 
nn a DIV N OF SPERRY RAN RPORATION 
i. 


315 FOURTH AVENUE » NEW YORK 10,N.Y. 
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different items, including all kinds of 
woodecased pencils, ballpoint ‘and foun- 
tain pens, mechanical pencils and refills, 
erasers and related products. The cor 
poration’s top management team in 
cludes two fourth generation members of 
the founding families: Mr. Lewisohn and 
George Grumbach, vice president. 


NCR and PB Sorter-Readers 


National Cash Register Co. and Pitney 
sowes, Inc., announced a 10-year agree 
ment to cooperate in the development and 
production of sorter-readers of checks 
and other original forms used in econnee- 
tion with electronic data-processing ma- 
Sorter- 


readers, operating at speeds up to 750 


chines for banks and offices. 


items. per minute, will electronically 
**read’’ data printed or coded on checks 
and other forms, for the purpose of feed 
ing the information into accounting ma 
chines, and to sort the original material 
as may be desired. Pitney-Bowes will 
build the mechanical portion of sorter- 
reader equipment for handling checks 
and other forms, and NCR, purchasing 
the equipment, will equip it with elec- 
tronic reading heads and _ processing 
units, and market the complete sorter 
readers. Machines will bear a Pitney- 
sowes National Cash Register name 
plate. Pitney-Bowes also expects to de 
velop its own direct market for sorter 
readers with electronic reading com 
ponents for use with a variety of other 
machines and systems. 


Gestetner Sales Manager 


Gestetner Duph 
eator Corp., Yonk 
em, .- 3. SH 
nounces the ap 
pointment of Wil- 
liam H. Waddell as 
sales manager. Mr, 
Waddell comes to 
the American or 





ganization from its 
Canadian counter ii 

part where he was William H. Waddell 
snles manager of the Montreal region. He 
is no stranger to American geography 01 
American business methods. He owned 
his own office equipment business in 
Philadelphia until the outbreak of hos 
tilities in Europe when he left to join the 
RCAF. He terminated his military career 
as Squadron Leader and joined the Cana 


dian Gestetner organization. 


Copease Licensee 

F..@. Ludwig, Ine., has been licensed to 
manufacture photocopy machines under 
the patent held by Copease Mfg. Co., 
Charles E. Hallenborg, Copease president, 
announced. Ludwig is the sixth manu 
facturer to sign a licensing agreement 
under the Copease patent, and negotia 
tions are underway with other com 
panies. Copease licensees also inelude 
Remington Rand; General Photo Prod 
ucts; Copy-Craft, Ine.; Ampto, Ine., a 
Anken Chemical & Film 


subsidiary of 





New manufacturing plant and midwest branch sales office of Mittag & Volger, Inc., at 1800 W. 
Madison St., Maywood, Ill., will assure dealers of expanded service and faster deliveries of 
carbon papers and ribbons. 
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Buro-Gerate A. G. of Zurich, trict manager in 1955, 
| anufacturers of the Photo ral sales manager. 
In addition to admin 
Mfg. C 


machines 


Comptometer Export Manager 


Smeed is the newly appointed 
manager, International Div. of 
‘arrant Mfg. Co. Mr. Smeed has 
member of the firm for 22 years 
adian and export sales, He 
S. Bollensen, who desired to 
Pencil Sales Manager reli his major responsibilities as 
David C. MeMi head of the division but continues in a 
t advisory capacity. 
appointe 
nanager - —" 
Rotary Forms Printers Guild 
Neil Freiermuth of Premier Printers, 
Kearney, N. J., was reelected president 
ns Printers Guild. 
rteret Printing Co., 
ce president; Wil 
Printing Co., Provi- 
vice president; 
Schonbar-Leigh 
w York, is secretary and 


arteret Printing Co., is 


KEY TO MOTOR DEPENDABILITY 
IN BUSINESS MACHINES... 


Special engineering is the key to motor depend- 

ability in business machines... because it assures 

the exact mechanical and electrical requirements for 

the application. This is one of the reasons why more and 
more designers of leading business machines are turning 
to Lamb Electric Motors, which are all specially engineered. 


The Lamb Electric Company, Kent, Ohio 


In Canada: Lamb Electric—Division of Sangamo Company Ltd.—Leaside, Ontario 


SPECIAL APPLICATION 4] S$ 
FRACTIONAL HORSEPOWER M OT RF 


For More Information Circle No. 349 
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treasurer, William Sutin, president, 


Cromwell Printery, Ine.. will be host to | 


members and their wives at a weekend 


meeting at Shaker Ridge Country Club, | 
Albany, N. Y., Nov. 9-11. Printers using 


Dutro rotary presses are invited to join 
the guild. Write Emanual Lieberman, 
Schonbar-Leigh Printing Co., 150 Varick 
St., New York 13. 


Friden Adder Sales Manager 


Miles B, Sutliffe was appointed sales 
manager, Adding Machine Div., for | 


Friden Caleulating Machine Co., accord- 


ing to vice president and general sales | 


manager Larry B. Taylor. Formerly 


branch manager in Oakland and San | 


Francisco for IBM, Mr. Sutliffe has been 


recently district manager in Kansas City, 
supervising sales organization, training | 
and management in seven mid-western | 


states, 


New GBC Building 


W. N. Lane, president, General Bind- | 


ing Corp., broke ground for a new mil 
lion-dollar building in Northbrook, IIl., at 


a recent ceremony. The air-conditioned 


THE 
GRADUATE SCHOOL 
OF 


David C. McMillin, sales manager, pencil | 


sales division, Joseph Dixon Crucible Co.; 
Victor R. Watson, member of board of direc- 


tors, Binney & Smith, Inc.; and R. C. Brock, | 


general sales manager, Joseph Dixon Crucible 

Co., who completed the summer seminar at 

Rutgers University's Graduate School of Sales 

Management and Marketing, sponsored by the 
National Sales Executives. 
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Wherever people work 
standing ... 


they re happier 


fatiqued 
ne ore efficient 


when they are 
standing on 


HYGIENIC 


MATS & RUNNERS 


@ 8 MARBLEIZED COLORS 
@ BEVELED EDGES FOR SAFETY © 


See your OFFICE SUPPLY DEALER or write: 
FLOORING DIV., Dept. £ for prices and literature. 


* t 
SAARI EAL 





oxo, EN 


THE HYGIENIC, DENTAL MFG. CO. 
AKRON 8, OHIO, U.S.A. 


For More Information Circle No. 346 
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This SHARP 


Character 


ZNO 


KOMOGENIZED 


WHPLICATOR 


your office forms | 


SHARPER, CLEANER, 
MORE PROFESSIONAL 
CANODE PREMIUM 


The finest fast-drying, black-oil base 
duplicating ink on the market! 
© Mimimum penetration 
@ Minimum offset 
® Eliminates cylinder and pad clogging 
@ For open or closed cylinders in any 
climate 
@ Will not destroy stencils 
in 1-lb. and Y2-Ib. cans 
Write today for name of your nearest dealer 


INK SPECIALTIES CO., INC. 
519 N. Halsted St. © Chicago 22, Ill. 


For More Information Circle No. 400 


building will contain 85, 
oU-acre site Another 15,000 sq. ft. mar 
be added later GB noy wecuples 
most 50,000 sq. ft. 


Chicago 


locations 


Fortress Sales Manager 


( harles 


Directs Old Town Research 
Appointment of enry Z. Mohrer as 
r ¢ research operations 
Town Corp. He 
er SIX years in a 


deral Paper Board 


Jules Graifman, Vic Troise, Paul Guglielmo, 
Herb Jacobs and Mel Zwick of Roll-O- 
Graphic Corp. with Miss Tri-Mol, 1956 
(Marge Peterson) at the National Assn. of 
Photolithographers convention. 
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New $1,500,000 plant of American Business Systems in Northeast Philadelphia was recently 

: opened by Robert J. Weinstock and Simon Gaynor, founders and co-owners of the firm. 

Ml Plant has 75,000 sq. ft. and company currently employs about 150 persons. 

W 

ry ~ ye . ‘ . . . . 

r Edison Special Services Cummins Eastern Manager 

I John E. Sloane was named to the new Robert M. Sanderson was appointed 

0 ly created position of manager, special eastern regiona manager or Cun mins 

Ss, services by Thomas A, Edison, Ine., it ( hieago Corp. acco ding ft an announes 

n was announced by Henry G. Riter 3rd, ment by John Jones, executive vie 
president. Mr. Sloane will coordinate the president. Mr. Sanderson, who became 
activities of plant service, plant protec associated with Cummins in 1950, will 
tion, purchasing and office services. He supervise field sales and service activ 
was formerly manager of office services. _ ties, 

as 

ns y 

Te 

a 

| 3 For Fast, Sure, Clean 

r ‘ 


Sealing and Moistening... 


Use the 











PIKE "BETTER MOISTENER™ 


- AWS For sealing envelopes, sticking stamps and 
labels, put PIKE “Better Moisteners” in your 
mailing department and shipping room! They’re self-cleaning—last for years. 
Broad weighted base prevents tipping. Feet are concealed and rubber-padded— 
no scratching! 


Attractively color-styled with sparkling chrome cover. 


Model 3A—Porcelain base. Black, gray or brown. List price $5.95. Model 3C— 
Cast iron base. Black or steel gray wrinkle finish. List price $6.35. 





Both with 3” adjustable brushes. Extra brushes $1.50. Order from your stationery 
or office supply dealer, or write direct for illustrated literature. 


Established 1927 Dealers’ Inquiries Invited 





no, 
O- 
56 E. W. PIKE & CO., INC. siscsem 2.0630 
496 NORTH AVENUE «+ ELIZABETH, NEW JERSEY ? 
For More Information Circle No. 355 
156 
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whatever 
your 


position 
4 


aragegee 











You'll save time & money 
by using this 


PRES VOGA H 


| 
| 
| BOOLLL ET? £ 


Ny 
' 
' 


mEW YORK 


suowRooe 
411 © 4th AVE. 





h 
} 
| 
' 
1 
t 
} 





t 
ELBE FILE & BINDER RCO., 


Dept. T- iC ——_ aIveR, mass 


For More Information Circle No. 356 





MANUFACTURERS OF DURALUMINUM 


HOLDERS... 


MANY 
STYLES 


MFG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 


For More Information Circle No. 357 





L. C. Stowell Retires 


L. C. Stowell, 
chairman of the 
board and chief e 
officer of 
Underwood Corp., 


ecutive 


announced his re 
effective 
During his 
years in the 


tirement 
Nov. 1. 


office equipment in- 
dustry Mr. Stowell tC Stowell 
has occupied posi 


tions of major executive importance. In 
1927 at the age ol 35 he was elected 
president of Dictaphone and left 
there to become executive vice president 
and director of Underwood in 1936. He 
was named 


Corp 
rp. 


president of Underwood in 
1945 and chairman in 1955. He 
a member of 
rectors. 


remains 
Underwood’s board of di- 


Cel-U-Dex Vice President 


Jermiah P, Sullivan was appointed 
vice president and elected a director of 
Cel-U-Dex Corp. it was announced by C, 
R. Chamberlin, chairman of the board. 
Mr. Sullivan will direct Cel-U-Dex ad 
vertising and sales promotion 
paigns, 


cam 


Dealer Planning Service 
National Office 
troduced a new 


Assn. has in- 
service for its members, 
‘*Offices Unlimited,’’ to help them meet 
their customers’ needs for well designed, 
well planned and well furnished offices. 


Floorplans 


Furniture 


illustrations and descriptions 
of successful offices are included in these 
installation reports which explain why 


the job was done in a certain way. 


Milo Harding Buys Technyscope 
Milo 
Tempo 


Harding Co., manufacturer of 
duplicating machines and sup- 
has purchased from Technygraph 
Co. of Techny, Ill., all tools, dies and ma- 
terial inventory for the two models of 


plies, 
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Technyscope tracing scopes. These prod 
ucts will carry the name Temposcope and 
will be manufactured by Milo Harding in 
their new factory at Monterey Park, 
Calif. Temposecopes will be available 
from the factory or through branches 
in San Francisco, Pittsburgh and Cleve- 
land, 


Royal McBee Appointments 
a 


pliance 


3eckwith, vice president, Ap 
Div., Royal McBee Corp., an 
nounced the following appointments: K. 
A. Clarke is assistant to the vice presi 
dent, Div.; C. Walker Ly 
barger is central appliance sales man 
ager; Robert Elkins succeeds Mr. Clarke 


Appliance 


as southern appliance sales manager; 


Jesse Vanlandingham is southwest ap 


pliance sales manager. 











pone 
Join the scores of Printers, Stationers 
ard Business Forms Agencies that are 
now enjoying profits with G.M.F. Litho- 
graphed Snap-I-Sets. 

We do not sell direct — only through 
authorized dealers. Snap-I-Sets carry 
your imprint, they are shipped in your 
name and invoiced direct to you. 

Every quotation is confidential and 
competitive regardless of your territory. 
Snap-I-Set one-time carbon forms for 
invoicing, ar pew ony A shipping orders 
and-scores of other key operations are 
sweeping the country. 

Use our specialized printing services 
to help you turn those lost orders into 
per Write today for samples and 
he G.M.F. dealer plan. 


GENERAL 


MULTI FORMS SALES COMPANY 


P. O. Box 1094 
2020 Jo Johnston Ave. Nashville 4, Tenn. 


For More Information Circle No. 329 
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add A-U-T-0-M-A-1-1-0-N 


efficiency in your 
COLLATING and GATHERING 


yaurovane = GIA 


FULLY AUTOMATIC 


VERTICAL COLLATOR 





Perfect for Fast, Accurate, Eco- 
nomical Collating and Gathering 
of: 


BUSINESS FORMS, CATALOGS, BULLETINS, 
PRICE LISTS, HOUSE ORGANS, MANUALS, IN- 
SURANCE FORMS and every other collating job. 


With the high-speed, fully automatic JCM VERTI- 
CAL, one operator working on a 4 part machine 
does the work of 6 to 10 girls working by hand. 
Handles 12-lb stock to 100-lb stock, in sizes up to 
11" by 14". JCM Vertical Collators are made in 
multiples of 4 part units with automatic offset-pile 
delivery as standard equipment on all models. 


WRITE FOR FULL INFORMATION TODAY! 


J. CURRY MENDES 
CORPORATION 
| CURRY LANE « CANTON, MASS. 


Western Offices: 
500 S. Clinton St. e Chicago, Ill. 


Eastern Offices: 
22 E. 28th St. e New York, N. Y. 


West Coast: 
619 W. Washington St. 
Los Angeles, Calif. 
For More Information Circle No. 330 





You can NOMDA Winter Meeting 


National fice Ma ne Dealers Assu 
at the lt ebae] 7) 1, Kansas City, 
yourself — bi; Fan, BES. oboe Mandanee, tes 


NOMDA president, w be chief 


think... , a \ lealer ! Penner neluding 


bers, are nvited to attend 


Royal-MceBee Director 
in an office 
equipped 
with 


KIL-KLATTER 


~—_—en eee" 


Nobody has to put up with 
typing racket, typing shock or, 
worst of all, jangled nerves. 
A KIL-KLATTER Pad makes any 
typewriter really quiet. For 
KIL-KLATTER is resilient all- 
hair... an everlasting sound 29,400 sq. ft. of tional manufactur 
and shock absorber. Made of 
famous OZITE All-Hair Felt. 


vy, Treated top to keep machine 
i lets team lesan ia. 
Slip-proof bottom to prevent 
Ht the machine from skidding. 
Fits all typewriters and many 
Wi ws: other business machines. 


$y2s AT YOUR STATIONER 


OR OFFICE SUPPLY DEALER 


KIL-KLATTER Mr. Facitman, trade mark symbol for Facit 

| calculators, Odhner adding machines and 
ho ince se Halda typewriters, checks the newest auto- 
matic Facit calculator as his replica ‘looks 


on.’ The elfin magician personifying Facit's 
| symbol is Richard Brasno, famous midget, who 


11 . 
Willi en 


proy ide 





THE SCIENTIFIC TYPEWRITER PAD 


“The answer to a quieter office 


may be under your typewriter” appeared at the National Business Show. 
For More Information Circle No. 348 
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a 

New factory and office building of H-O-N Co. contains 40,000 sq. ft. of production space to 
supplement their main plant in Muscatine, lowa. 


ing space, according to Hugh D. Clark, following regional sales managers: James 
vice president and general manager of G. Johnson, midwest region with head 
Moore’s south-central division. The one quarters at Chicago; Robert C. Howard, 
story addition will adjoin the present west coast region, Los Angeles; Harris 
strueture and will contain administrative W. Tucker, Atlantie region, Philadel 
offices in iddition to manufacturing phia; Perry E. Hall, eastern region, work 
equipment. Moore has 22 plants and ing out of New York City. Assisting 


sales offices in over 300 cities through in the sale of dictation machines will 

out the United States and Canada. he W. Glen Cocking, eastern regional 
distributor sales manager, Edwin O. Ol 

Regional Sales Managers son, Atlantie regional distributor 


Leslie T. Carr, general sales manager, manager, and J. Wesley Otta, midwest 
Comptometer Div., Felt & Tarrant Mfg. regional dictation distributor sales man 
Co., announced the appointment of the 


IF OFFICE GIRLS 
HAD EIGHT ARMS 


They'd Be As Fast 
and Versatile 


AS THE NEW 


ONLY 


> 


$450 


AT YOUR FAVORITE 
STATIONERY STORE 
Fast and versatile, the new Amfile® Sort-All 
lets you sort anything for Filing—Posting—Mailing 
—Distributing, etc. Sorts alphabetically from A-Z—by 
Month, Day or Date or any combination. Numerically by 5's or 
a 100's and singles. Sturdy pressboard with plastic tabs—assures long life. 


DON'T BE "OUT OF SORTS" — SORT YOUR 
PAPERS THIS EASY WAY! 


AMBERG FILE & INDEX COMPANY 


1637 DUANE BOULEVARD KANKAKEE, ILLINOIS 


For More Information Circle No. 233 
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office 
executives 


a guide to 





“Office 


-MANUAL OF 
BUSINESS 


FORMS 


How to Design and Use the 
Tremendous Number of 


Forms Constructions 
Available Today 





MANUAL OF 
BUSINESS FORMS 
$2 a copy postpaid 
in U.S. 


THE ONLY OBJECTIVE WORK ON 
THE SUBJECT. For the first time, all 
the tremendous number of available 
forms constructions are described in 
a manner which allows the reader 
to select the best type for a par- 
ticular business system. Time studies 
of forms processing operations are 
reduced to efficiency factor figures 
in easy-to-read charts which pin- 
point the basic advantages and dis- 
advantages of each type of con- 
struction. In addition, there are 
chapters on carbon paper, tags, 
envelopes and paper. Other chapters 
thoroughly cover duplicated forms, 
checks, pegboard forms, autographic 
registers, stock forms, manifold 
books, and many others. The Manual 
includes many pages of informative 
advertising, providing a wide range 
of sources for the reader to use in 
selecting forms manufacturers and 
suppliers. 

Since its appearance last year, this 
book has become accepted as the 
definitive and most helpful work ever 
published on the design and use 
of forms. 


OFFICE 232 
PUBLICATIONS MADISON AVE. 
COMPANY NEW YORK 16 








Albin E. Carlson, Felt & Tarrant pres 
ident, announced that the board of di 
rectors named James C. Clerkin as ad 
ministrative vice president. Mr, Clerkin 
joined the firm June 1 as assistant to the 
president. 


Thomas Retail Division 


A new retail sales division, authorized 
to sell and service the complete lines of 
electric-powered and mechanical Thomas 
Collators as well as affiliated office equip 
ment throughout the Metropolitan New 
York area, was announced by George W. 
Oliver, president, Thomas Collators Ine. 
The new division, under direction of 
Howard E. March, eastern regional sales 
manager, will also act as sales and ser 
vice agents for Mim-E-O Steneil File 
Cabinets, Bates Electric Stapling Ma 
chines and Electro-Jog Paper Joggers. 
All inquiries pertaining to sales and ser\ 
vicing in the New York area should b 
directed to Retail Sales Office, Thomas 
Collators Ine., Dept. M. 50 Church St., 
New York 7. 


Tempo Dealer Representatives 
James M. Harding, vice president and 
general manager, Milo Harding Co., an 
nounced the appointment of three direct 
factory dealer representatives for its line 


of Tempo duplicating machines and sup 


Herbert Ramstedt, president, Sweda Cash 
Register, Inc., Chicago, and A. Thustrup, vice 
president, Svenska Dataregister AB of Sweden, 
are welcomed by doorman of 99 Park Ave. on 
the opening of Sweda's New York office. 
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For More Inform: 


ee 


COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 


Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling 
in 13 heights — 4 

Send for Circular 

and prices. 

. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, fil. 

ation Circle No. 358 





It is a machine that 
will absolutely pre- 
vent the mutilation, 
alteration or forging 
of the figures in 
checks and other val 





; Nippo Machine 


Tenjin-cho, Nishi-ku, Yokohama, Japan 
= 


(D Type) 
uable securities. : 


Industry Co., Ltd. 3 





For More Information Circle No. 359 


oe aed 





PLATENS PARTS 
SUPPLIES 
for TYPEWRITERS and 
other office machines 





Now in New and Larger Quarters 








TYPEWRITER EQUIPMENT CO., INC. 
25 Park Place, New York 7, N. Y. 








For More Information Circle No. 360 


WORLD'S 


STRONGEST 


RUBBER BANDS 


ASK YOUR 


STATIONER 


For More Information Circle No. 361 





TRY THIS 
MODERN WOOD BLOCK 
STAMP PAD!...... 


Wood Block is chemically 
treated to hold large amounts 
of ink and to feed just the 
right amount to the surface! 
Ink dsées instantly on paper 
yet never dries in the pad! 


Outlives 
Two 
Ordinary 
Stamp 
Pads 


Pad surface is always flat and 
firm does not collect lint! 
Ink cannot gush up between 
the type causing a blurred 
impression! 


strong, clear, brilliant and 
waterproof! 

Ink penetrates pad quickly, 
will not stand on surface as 
with ordinary pad! 


Clear-Print Ink and Pad are 
never affected by moisture or 
humidity! 


' 
{ 
1 
1 
| 
! 
! 
| 
| 
| 
| 
! 
1 
| tmpressions are always 
! 
| 
| 
! 
t 
| 
I 
I 
| 


Freee SAMPLES gladly sent to interested Dealers! 


t. A. PHILLIPS, President 


Dhillins = 


wooo stamr 
CaRBOn Parte aieece 


PROCESS /CO. 192 mu st 


ROCHESTER 14. NY 


For More Information Circle No. 352 
260 


piles. Rowland Ber covers the middle 
Minne 


Paul Williams, headquartering 


west territory, working out ol 
apolis. 
at the mail in Monterey 
1 to the Moun 
tates. Harry 
the southern states, 
The territory of C, 
I headquarters at 
i@ Co., Washington, D. C.. ha 
to cover the eastern states. 
Directs Clary Sales Training 
Robert J. 
rector of sales training fo 
according to J. W. 


Rourke 

r Clary Corp., 
Stallings, general sales 
a top authority in 
ly was with In 


Co. and Bankers 


For Filmotype on West Coast 
Abou 


Dudley oast repre 
manufae 
machines, 

ackground in 

area. His 


Ave., Los 


Joseph Rausch (center), Underwood type- 
writer salesman who celebrated his 50th year 
with the company, is presented with a gold 
watch by eastern district manager R. J. Heim 
(right) as regional manager J. D. Barnhart 
looks on. Mr. Rausch has sold more than a 
million dollars worth of typewriters since join- 
ing the sales department in 1922. 
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"““KOH-I-BALL" 


- « « the New Double-Ended 
Ball-Point Pencil 
e writes RED e writes BLUE 








another Koh-I-Noor exclusive . . . the 
only two-in-one ball point pencil of its 
kind on the market. 


polished brass nose-pieces 
light wooden barrel 


full-length red & blue 
ball-point inserts leasily 
replaced with available 
refills) 


Packed either 12 Koh-I-Balls on a display 
card or in a dozen box. 
Retail price 49c 
trade and quantity discounts available. 


Koh-Il-Noor Pencil Co. 


Bloomsbury, New Jersey 
For More Information Circle No. 243 


MOISTIX 


MOISTENER _< 


Clean + Quick + Easy 


for moistening envelopes, 
stamps, labels 


Available in new decorator colors . 
at your local stationer or office supply dealer 


BERNAY PRODUCTS COMPANY 
412 S. Wells St., Chicago 7, Ill. WAbash 2-2636 
For More Information Circle No. 244 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


THE y 4 
COFFIELD a 
EVERLASTING : 
Interchangeable 

ORANIZATION 
CHART 
A typist, a typewriter and typing paper 
e all you need to keep your chart up to 
late. It’s that simple! 


~hrsiissif 
JOB TITLE : 
| EMPLOYEE'S NAME Ving 


eS 
ELECTRO- MOTIVE DIVISION 
IEWERAL MOTORS CORPORATION 
Ld meee 
es ws 


2 


+ 


tm ! 
- Heat 


Hume 
Hot mt 


"ee 


Organization Structure 
e All Parts Are eovable and Re-usable 
¢ Photographs for Sharp Prints 


Write for Free Illustrated Folder 
with Price Schedule No. O-11 


MANAGEMENT CONTROL CHARTS CO. 
1731 N. WELLS ST. CHICAGO 14, ILL. 
For More Information Circle No. 245 


From Pearl Engraving Corp., 
comes the finest, 
precision-engineered keytops. 
TTIVECS dr: bcs: Pe ed gg 1 
for all typewriters. 

For free samples and brochure, 
write Pearl Engraving Corp., 
29 East 19th Street 
New York 3, N.Y. 


to 
better 
business” 


/ \ 


For More Information Circle No. 











A NEW COMBINATION NOW 
AVAILABLE FOR SMALL BUSINESS 


THE MAXIMUM IN BOTH FIRE AND 
BURGLAR PROTECTION 


Composed of a Schwab Underwriter’s labeled Class 
C-T20, Model #1622-C Safe with fixed interior and 
a new Mercantile E Bolt type burglar chest anchored 
firmly in the safe. The inside dimensions of the 
above safe are {6” wide, 22” high, and {6” deep 
The inside dimensions of the Mercantile E. burglar 
chest are 7” wide, 7” high, and 7%, deep. There 
are three labels covering this equipment that pro- 
tects your customer 

The Underwriter’s Class C tabel fire protection, The 
Underwriter’s T-20 label for burglar protection, and 
the Underwriter’s Relocking tabel for additional 
burglar protection. Plus a Products Insurance Policy 


SCHWAB SAFE CO. 


LAFAYETTE, INDIANA 








For More Information Circle No. 336 


TYPEWRITERS 


MAKES 


.——"—_ 
Wee 
ay. Win As 


f 


REGALRITE BRAND 
RIBBONS AND CARBONS 
* 


THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


. 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N. Y. 


For More Information Circle No. 337 








RITE-LINE copyvuotper 


© SAVES EYESTRAIN « TAKES COPY UP TO 20 

¢ PROMOTES ACCURACY e HOLDS NOTEBOOK 

e INCREASES PRODUCTION ¢FITS IN DESK DRAWER 
e LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 


RiTE-LINE CORPORATION 
4209 39th St, N. W., Washington 16, D. C 





For More Information Circle No. 338 


| PAYMASTER 

















PAYCHECK “OQUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck "Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee’ 
name, This improves personnel relations, 


Send for Samples and Prices Today 
OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Blvd. Chicago 7, Ilir 


For More Information Circle No. 339 
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Underwood Training Director 


Appointment of L. E., Vannais to the 


newly created post of director of train 
ing for Underwood Corp. was announce: 
by Fred M. Farwell, president. Mr. 
Vannais, systems coordinator in Under 
wood’s intensified electronic data proe 
essing program 


wide 


will supervise company 


training activities. 


National Conference 
& Exhibit Calendar 


Industrial Management Society, Sherman 
Hotel, Chicago, Oct. 31-Nov. 2. 

Electronic Business Systems, Sheraton 
Palace Hotel, San Francisco, Nov. 8-9. 

International Automation Exposition, 
Trade Show Building, New York, Nov. 
26-30. 

Eastern Joint Computer Conference, New 
Yorker Hotel, New York, Dee. 10-12. 

National Business Teachers Assn., Palmer 
House, Chicago, Dee, 27-29. 

Southern California Business Show, Am 
bassador Hotel, Los Angeles, Feb. 19- 


Western Joint Computer Conference, 
Statler Hotel, Los Angeles, Feb. 26-28. 

Office Management Assn. of Chicago, 
Conrad Hilton Hotel, March 11-14. 

National Office Furniture Assn., Jung Ho 
tel, New Orleans, March 28-31. 

U. S. World Trade Fair, 
York, April 14-27. 

National Office Management Assn., Los 
Angeles, May 13-16, 

American Institute of Industrial Engi- 
neers, Statler Hotel, New York, May 

‘ 16-18. 

Insurance Accounting & Statistical Assn., 
Palmer House, Chicago, May 20-22, 
National Office Machine Dealers Assn., 
William Penn Hotel, Pittsburgh, June 


93-26. 


National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, 
Sept. 28-Oct. 2. 

Systems & Procedures Assn. of America, 
Statler Hotel, Los Angeles, Oct. 7-9 


Coliseum, New 


Chicago, 
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THE OFFICE 


E-2 SORT SYSTEMS 
save time and money 
in every department... 


Accounts Payable 
Accounts Receivable 
Cost Accounting 
Payroll 

Purchasing 
Manufacturing 
Inventory 

Sales 

Research 


Each individual department in your company 
can keep and service its own records—faster 
and easier, with present untrained personnel 
—by using an E-Z Sort System. No need to 
centralize your sorting and tabulating while 
you worry over expensive machine costs. Try 
E-Z Sort in just one department and its effi- 
ciency will spread throughout your organi- 
zation, Ask for a demonstration and you'll see 
why! 


E-Z SORT SYSTEMS, Ltd. 


45 Second St., Dept. 22, San Francisco 5, Calif. 
Sole Manufacturers of E-Z SORT SYSTEMS. 
Over 50 Offices to Serve You. 


For More Information Circle No. 362 
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Superior lypewriter Co. . 219 
Syntron Co, ...ccccee ; . 144 


Tab Products Co. . 
Tauber Plastics, Inc. 192 
Thomas Collators, Inc, 119 
Tiffany Stand Co, , 152 
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VOLUME FILES 
FOR YOUR 
COPIES OF 
THE OFFICE 


This new durable and attractive file in 
rich maroon and gray with 16-carat 
gold lettering, looks and feels like 
leather and is washable. No irritating 
wires to handle. Any copy may be re- 
moved. Each file holds one volume (six 
months) of THE OFFICE with the 
volume index in the last copy (June 
and December) ; two files hold an entire 
year’s issues. Files are reusable and 
unconditionally guaranteed or your 
money back. Postpaid in U.S. 


| File (for six months’ issues) $2.50 
2 Files (for a year's issues) $5.00 
3 Files for $7.00; 6 Files for $13.00 


JESSE JONES BOX CORPORATION 
P. O. Box 5120, Philadelphia 41, Pa. 
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It has been a long accepted generality, and 
insofar as statistics are available, a valid one 
that the clerical population of the country is ina 
1 out of 8 ratio to the total number of gainfully em- 
ployed in the nation. Now, however, it has been em- 
phasized at an address before the American Manage- 
ment Association's office management conference 
last month that the mounting paperwork burden, com- 
bined with the lower efficiency of office workers 
in general, is enlarging the ratio of office workers 
to the general work force. Whereas today we accept 
the figure 1 out of 8, if the present trend con- 
tinues, in 15 years it will be 1 office worker out 
of every 5 general workers—a ratio of 1 to 4. 


This places an increased premium on the 
adoption of office automation so that less people 
can handle more work. Good office workers have been 
scarce for some time. The above mentioned trend will 
intensify this scarcity. 


An interesting development in this respect 
raises the doubt that even complete automation will 
solve the problem. On the very day the above trend 
was noted at the AMA conference, the P. Lorillard 
Company announced the "almost complete automa- 
tion" of cigarette production in dedicating its new 
North Carolina plant. The important point is that 
the new plant devoted to complete automation will 
require almost twice the labor force presently re- 
guired with traditional production methods. Al- 
though in the realm of factory production, the same 
result might hold true in our sphere of office work 
and would seem to favor the school of thought in- 
Sisting that automation does not eliminate jobs, 
but rather creates more of them. 
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INTEGRATED 
DATA 
PROCESSING 


1 Factual Analysis 


vhat tearate Data F 


How can you put 
1.D.P.to work? 


ORDER-INVOICE 
Rubber Goods 


PRODUCTION 


Hardware 


PURCHASE 
RECEIVING 
Militar Aircr 


DITTO. Inc 
DITTO 
DITTO 


* More 


This free book gives you the answers 


PAYROLL 
Construction Eng 
neering 


' DATA INTEGRATED 
ON SINGLE 
| MASTER ARE NEVER, | 


id 


, REWRITTEN 


6884 N. McCormick Rd., Chicago 45 
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From simple carbons to big photocopy jobs... 


NEVER BEFORE SUCH PRINT-PERFECT COPIES! 


EXCLUSIVE 


Golden Touch Extra-Sharp Carbon 
Ribbon gives startling new clarity for 
duplicating jobs that require a perfect 
master copy! 


Golden Touch Multi-Carbon Dial— 
a fingertip touch and you’re all set for 
up to 20 clear carbons! 


rm 


new underwood 


= Jouch 


electric 


Personalized Type Styles for distin- 
guished print-perfect reproductions! 


Added Plus: the ease and speed of the 
new Golden Touch Electric! In smart 
office colors, too. Call your Underwood 
office today. 


UNGerwooGe 


~The only 


For More Inf 
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